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FOR THE EXECUTIVE—Handsome Tech- 
niplan arrangement. Note the spacious 
uncluttered desk top area. Only a quar- 
ter-turn brings all working tools on 
auxiliary top within easy reach. 


SRS “aq 


FOR THE SECRETARY — Semi- private 
“efficiency-engineered’’ office. Techni- 
plan partitions have provisions for con- 
cealed wiring for electric typewriter, 
dictating machine, etc. 


a 


FOR THE DEPARTMENT HEAD—Techni- 
plan metal partitions curb distraction, 
let him ‘‘get the job done.’ Techniplan 
partitions with open or closed bases 
available in four heights, three top 
panel styles. 


and for your organization 


Globe-Wernicke Techniplan metal modular equipment will instantly transform your 


office into an integrated, completely functional, working environment. The universal | 


components of Techniplan desks and credenzas can be assembled in an unlimited 
number of space-saving, custom arrangements to suit every person, every job. Sturdy 
free-standing Techniplan metal partitions provide the all imporiant privacy conducive 
to high work out-put. They can be installed overnight with ordinary tools, without 
alteration of your present air conditioning, heating, lighting or other existing facilities. 
In addition, they can be easily moved to allow for expansion or re-arrangement. 
Discover for yourself what the many exclusive features of Techniplan can do for 
you and your organization, in saving costly floor space, in creating greater employee 
comfort and morale, and in achieving substantial savings through increased efficiency 
and work out-put. New free Techniplan brochure in full color show- —-~— 
ing many arrangements, office lay-out ideas and color schemes is = “aN'PAN 
available now from your Globe-Wernicke dealer*, or write us 
direct, Dept. G-10. 


*Listed in Yellow Pages under *‘Office Furniture’’ 


Globe-Wernicke makes 


GLOBE-WERNICKE 


business a pleasure 


THE GLOBE-WERNICKE Co. 
CINCINNATI 12, OHIO 
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te (Al director ses you: 


@ REACH FREQUENTLY CALLED PEOPLE in your 


office or plant by pushing a button . . . or by dialing. 


@ SET UP CONFERENCE CALLS with as many as six 
people simultaneously. Several conference groups 
can be arranged. 


@ ADD ANOTHER PERSON in your office or plant to 
an outside call, then stay on the line for a 3-way dis- 
cussion or turn the call over to the other person. 


@ PICK UP CALLS on as many as 29 outside, extension 
or intercom lines . . . and hold calls on a number of 
lines if you need to. 


Here, clearly, 
business communications. 


is a dramatic, new concept in 
Compact, efficient and 


A 
BELL TELEPHONE SYSTEM B) 


i} 


do so much — 


The 30-button Call Director helps secretaries handle 
far more calis, helps streamline office operation. 


versatile, the Call Director telephone comes in two 
models: an executive model with up to 18 push but- 
tons; and a secretarial model with answering and call- 
holding facilities for as many as 29 lines. Both are 
smartly designed in decorative shades of green, gray 
or beige with contrasting face plates. 


The Call Director telephone is but one of many 
new Bell System developments offering substantial 
benefits for your business. A communications expert 
is ready to discuss them with you. Just call your Bell 
Telephone business office. No obligation, of course. 
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“Research study compiled by Records Management Institute 


DITTO® “automatic” One-Writing Systems 


do away with this quick-change artist— fast! 


Here’s how. A specially trained DITTO Inc. systems representativa surveys the special 
requirements of any operation in your business: order-billing, production control, 
purchase receiving, pay roll, etc. He then custom-designs the DITTO One-Writing 
Method to the exact needs of that operation. No survey or design expense. From the 
very first day in operation, the DITTO One-Writing System automatically eliminates all 
wy rewritings, does away with costly errors, saves substantially on time, work and 


7, ey ee cant . money. For complete facts, mail coupon. No obligation. 
, 9a 


DITTO One-Writing Systems—the fastest, surest way to control 
paper work: one of your largest overhead costs. 


Ditto. 


... the helping hand for modern business! 


O Have a DITTO Business Systems representative contact me. 


Name, Title. 


Address 


- 
' 
! 
i 
: O Please send me more information on the DITTO One-Writing System, 
i 
* 
i 
i 
i 
' 
j 
1 
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City. Zone___ State. 
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COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 


S So Different, It’s Patented! 


The instant the M-50, Columbia’s patented polyester 
ribbon, goes into action, you'll see for yourself the unique 
combination of ALL these features: 


@ extraordinary versatility — executive correspondence, 
preparation of direct image plates, and perfect originals 
for all copying processes 

@ virtually unbreakable strength 

@ sharper, clearer copy—comparable to actual printing 

@ complete release of ink for absolute uniformity 

@ clean, smudge-free handling and typing 

@ fewer ribbon changes—50% more yardage on the same 
diameter spool 

® easy-to-make, halo-free erasures 


Available in either the Tri-Pak or dozen size 
reusable plastic container. Write for information 
about the special Tri-Pak trial offer. Columbia 
Ribbon & Carbon Mfg. Co., Inc., 9510 Herb 
Hill Road, Glen Cove, N. Y. ‘ 


* 
U.S. PAT. NO. 2508725 


COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 


Use Readers’ Inquiry Coupon on Page 104 
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Coming Events 


NOMA Area 2 Conference. Atlan. 
tic City, N. J., October 9-10. 


Sponsor: National Office Management 
Association. 
Place: Chalfonte-Haddon Hall. 


NASS 17th Annual Convention. 
St. Louis, October 11-13. 


Sponsor: National Association of 
Suggestion Systems. 


Place: Sheraton Jefferson Hotel. 


SPAA International Systems Meet- 
ing. Toronto, Ontario, October 12-14. 


Sponsor: Systems and Procedures 
Association of America. 


Place: Royal York Hotel. 


National Business Show, New York. 
October 19-23. 


Sponsor: Office Executives Asso- 
ciation of New York. 


Place: New York Coliseum. 


NMA 36th National Conference. 
Detroit, October 19-23. 


Sponsor: National Management 
Association. 


Place: Statler-Hilton Hotel. 


AMA Office Management Confer- 
ence. New York, October 21-23. 
Sponsor: American Management 

Association: 

Place: Roosevelt Hotel. 


ARMA 4th Annual Meeting. San 
Francisco, October 23-24. 


Sponsor: American Records Manage- 
ment Association. 


Place: Palace Hotel. 


CIA Annual Conference. Pitts- 
burgh, October 24-28. 


Sponsor: Controllers Institute of 
America. 


Place: Penn-Sheraton Hotel. 


ABA 85th Annual Convention. Mi- 
ami Beach, Fla., October 25-28. 
Sponsor: American Bankers 

Association. 

Place: Exhibition Hall. 


NOMA Biennial Conference and 
Show. San Francisco, October 26-28. 


Sponsor: National Office Management 
Association, San Francisco. 


Place: Sheraton-Palace Hotel. 
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NATIONAL DISTILLERS 
FINDS THE PULSE OF 
ITS MARKET FASTER 


wit DAVIDSON 
DUAL:A-MATICS 


National Distillers and Chemical Corporation has 47 plants. 
warehouses, offices — and ordering and shipping points in 
33 cities. Most of these offices are tied together by a 7.000- 
mile teletype network, and a centralized data-processing 
center which handles paper communications. 


Helping to handle National Distillers’ paper work problems 
are three Davidson presses — a Model 242 Dual-A-Matic. a 
Model 239 Dav-A-Matic, and a Model 233 Dual-A-Matic. 
Superb printing quality and quick master-changing features 
make these machines ideal where short runs of hundreds of 
different jobs are required every day. They're perfect. also. 
as adjuncts of data-processing equipment . . . and in systems 
work. And, of course, they’re capable of high quality long 
runs, too! 


One of the many reports required by National Distillers is a 
monthly tabulation of liquor sales by brand. Sixty copies of 
the massive, 500-page report are turned out by the Dual-A- 
Matic in 24 days instead of the former 13 required. 


This report is only one of the many projects handled by 
Davidson Equipment. Learn more about how Davidson 


OCTOBER 1959 


machines speed your work, and bring you all-around savings. 
We'd be glad to send you the complete story of the Davidsons 
at National Distillers . . . and the name of your local 
distributor. 

FREE! These booklets show you how to take the work out of paper work! 


OM 10-59 


DAVIDSON CORPORATION 
Subsidiary of Mergenthaler Linotype Company 


29 Ryerson Street, Brooklyn 5, N. Y. 


() Send me acopy of the National Distillers 
Case History. 


() Please send me your free booklets about 
Davidson small offset equipment . . . and the 
name of my local distributor. 


Name 
Company 
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City Zone State 
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Now “brighter” than ever! — even more dramatically 
THE THINKING MACHINE OF AMERICAN BUSINESS 


the latest 
advance 
in fully 
automatic 
Calculators 


“It’s 
20/2 
for n 
legib 


New Friden Model SBT 
has touch-one-key simplicity 
you'll be amazed to see! 


a > Watch this new model Friden 
AUTOMATIC save manual and decision steps in any figure-work 


EXCLUSIVE 
FULLY AUTOMATIC 
MULTIPLICATION 


Touch one key after set- 
ting both factors, proved 
answer appears in dials. 
It’s clearly shown in so 
many ways—the Friden 
performs more steps in 
figure-work without 
operator decisions than 
any other calculating 
machine ever developed. 


CHAIN 


MULTIPLICATION problem. For example, note time saved by: 
Flick of a key auto- 
matically transfers 
products from dials 
to keyboard for fur- 
ther calculation, 
eliminating many of 
the intermediate 
steps in multiple- 
factor multiplication. 


AUTOMATIC ACCUMULATION 
OF INDIVIDUAL EXTENSIONS 


Touch of a key automatically 
transfers individual exten- 
sions to storage dials, adds 
or subtracts as required, and 
produces a grand total. | 


AUTOMATIC ROUNDING OFF 
OF FRACTIONAL CENTS 


Operator merely sets a dial 
—in any of six positions — 
and machine automatically 
rounds off fractional cents 
to the nearest full cent. 


| “tiger € SPs 
ai Brighter’ calculator e°. 
e Mie the SY4stiwe ee pags dvs er Friden crest 4 cd 


. & _ BI. _ yd 
Cost-saving office automation begins with the fully ea New Wo 


automatic Friden Calculator! Call your nearby Friden 
Man or write Friden, Inc., San Leandro, California... 


4 r Ss 
F sine 
sales, instruction, service throughout U.S. and world. aw” ® 
FRIiDEN S7i VER ANNIVERSARY . ee TA + FEF © Friden, Inc. 
Use Readers’ Inquiry Coupon on Page 104 
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You can easily see your 


Recordkeeping 
Speed and Accuracy Increase 


EASY 
VISION 


“It’s NEW iO. a ; 
20 /20 BUFF TI TIL we “ae 
for me. What i tt ’ Lae 
legibility!” t 4 
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4 4 1 at 4 
TH SH 
=e Coot ia 
= Tt The 
7 janes ' If 
: | j : im a 
- t t 
= t Cat | “Our office 
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20/20 BUFF — The buff background pro- EVE-EASE -— The glare-resistant green 
vides “‘built-in accuracy.”’ Figures STAND OUT paper that helps prevent eyestrain, fatigue, 
clearly. Gives your work computer - like errors. Reproduces in Thermofax and all the 
accuracy. Reproduces in Thermofax and all wel or new dry electric process machines. 
the wet or new dry electric process machines. Look for it in Analysis Pads, Bookkeeping 


Forms, Payroll Ferms, Steno Notebooks, etc. 


Both pads for sale at National Stationers 


NATIONAL BLANK BOOK COMPANY SRetauEe 
Dept.1710, Holyoke, Massachusetts ‘ e 


Please send me a FREE SAMPLE PAD (6-column ruling) 
This offer expires December 31, 1959 


I choose EYE-EASE«® [J I choose 20/20 BUFF ® 
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LOWEST PRICED MAGNETIC- 
BELT DICTATING MACHINE TODAY! 


NOT JUST ANOTHER ‘TAPE RECORDER’! 


@ PORTABLE! 
@ FULLY AUTOMATIC! 


@ RE-USABLE, MAILABLE MAGNETIC-BELT! 


@ EXCLUSIVE DUAL-PURPOSE 
DICTATE-CONFERENCE MICROPHONE! 


MAIL THIS COUPON TODAY ! 


7s 2 ~~) ae 


Bo ee ee eee ie ae SS ee eee 


STENOCORD OF AMERICA, Inc. PACIFIC INSTRUMENTS CORP. 
: 29 Broadway, New York 6, N.Y. R 7046 Hollywood Bivd., Los Angeles 28, Calif. 
Phone: BOwling Green 9-1480 Phone: Hollywood 2-1151 


Dear Sirs: 


Please phone and arrange for a Stenocord demonstration in my office. 
| understand there is no obligation for this free trial. 


Name Company 
Address 


Phone 


City Zone State 
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THIS KEY... 


PLUS REMINGTON’ INTERCHANGEABLE TYPE SYMBOLS... 


MAKE THE REMINGTON ELECTRIC THE 
WORLD'S MOST VERSATILE TYPEWRITER! 


Now those important special symbols... for chemistry, electronics, 
mathematics, engineering and fourteen other fields... can be snapped 
into the Interchangeable Type Bar of the new Remincron Electric 
typewriter in seconds. Your secretary does it right at her desk. No 
service calls, no messy fingers. 

Thus, your secretary's new Remincron Electric handles conven- 
tional correspondence with ease — then she can swiftly make this same 
electric a specialized typewriter for handling technical papers and 
reports. No more lost time laboriously drawing symbols by hand. 

There are hundreds of Remincron RaNnp Interchangeable Type sym- 
bols available. Learn more about them. Write for folder R8964 to 
Room 2022, 315 Park Avenue South, New York 10, New York. 


7 Klan 


DIVISION OF SPERRY RAND CORPORATION 


Use Readers’ Inquiry Coupon on Page 104 
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OCTOBER 1959 


Memo 


A DIGEST OF RECENT EVENTS IN MANAGEMENT’S DOMAIN 


Life in a “Cultural Microcosm” 


The office was pictured as a little land of status seekers and clinical 
functionalism—the status all for the executive, the functionalism for 
the stafl—at a New York symposium sponsored by Corry Jamestown 
Corp. last month. Speakers—including Corry vice president D. Armour 
Hillstrom (at left in picture), theatrical set designer Jo Mielziner 
(center) and Robert F. Dick, president of George Fry Associates— 
ribbed banks as “Roman temples” and questioned whether motorized 
draperies and hidden hi-fi sets really do make executives more efficient. 
Called “The Office: A Cultural Microcosm,” the symposium brought 
forth these remarks, among others. Ralph Eckerstrom, Container 
Corp. of America: “We have oversold functionalism. Rows of desks, 
regimented, clinical, and clean, do not necessarily mean optimum 
efficiency.” Mielziner: “1 believe that some... executive offices would 
gain if a touch of human warmth were added. The chairman of the 
board can still be enormously impressive ... despite the mortal lines 
on his face, the comfortable crease in his shoe... and a slight break 
in the crease of his well cut trousers.” 


Camera “catches” thief at work 


“Don’t be a hero. I’m holding a can of lye solution. My aim is good.” 
The penciled note, passed through the teller’s window continued: 
“Put as much money as you can in the bag. Try to look natural... 
Keep off the alarm.” Obediently, teller Margaret Kilkenny of The 
Bank for Savings, New York, didn’t sound the alarm. But surreptitiously 
she did activate two Mosler Photoguard cameras which recorded the 
robbery, the robber and his hasty getaway (left). Mosler rushed prints 
to police and the FBI, who are still looking for the five-foot-ten (or 
so), 160-pound, mid-twentyish, bespectacled thief. 


Pratt retires from Pitney-Bowes 


After 37 years’ service with Pitney-Bowes Inc., the last 19 as vice- 
president, John H. Pratt Jr. retired last month. He was promptly 
elected vice president emeritus by the postage meter and business 
machine firm. At a luncheon in his honor, he was cited as one of the 
company’s pioneers, chief of its World War II production, and top 
manufacturing executive during the firm’s post-war period of inten- 
sive growth. In honoring the retiring official, P-B president Walter 
H. Wheeler made special mention of a four-year, $8,000,000 building 
program Pratt undertook, now virtually completed. It is “a fitting 
climax to his career,” Wheeler commented. 
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Machine being used: Photorapid Electra 


wth Ppoloraptal. , 


MAGI-PLATE, 


arr 


CHECK THE AMAZING ADVANTAGES OF MAGI-PLATE! 


e No experience necessary. Anyone can learn to make perfect plates 


in a few minutes. 


© No expensive equipment or supplies! Use MaGi-PLATE with your present 
photocopy equipment and a simple low-cost accessory. 


e Direct photocopy images of anything the eye can see... from halftones. 
solid images and colors! Makes sharp—or clean solid photographic lines! 


e 75° less plate mortality before printing! 


e Up to 40,000 copies! 


© Cleanest plate-making process ever developed! Nothing to stain 


fingers or clothing! 


FREE TRIAL in your office or plant. 


Call, wire or mail coupon to your nearest Photorapid Division office. 


hates caer sete 
CORPORATION 
EASTERN CENTRAL WESTERN 
«DIVISION DIVISION DIVISION 
_ Dept. OM-4 | Dept. OM-4 Dept. OM-4 
236 Fifth Ave. | 3620 Oakton St. | 142 Oregon St. 
- NewYork 1, | Skokie, Ei Segundo, Calif. 
New York itinois OR. 8-9025 
MU. 93676 JU. 8-1600 OU. 5-7291 


or ie” Pe ee 


4a 
° 


yas eee: 


We would like to try PHOTORAPID MAGI-PLATE 
in our office without obligation. Dept. OM-4 
TITLE 

FIRM NAME 
ADDRESS 
CiTy_______. 20NE_STATE 
PHONE 


DEALER INQUIRIES INVITED 


Memo continued 


Lithoplate builds 


Harris-Intertype’s subsidiary, Litho- 
plate Inc., is readying a 35,000 sq. 
ft. plant in Covina, Calif., which will 
more than double present manufactur- 
ing facilities. Lithoplate, maker of 
Harris Alum-O-Lith pre-sensitized 
photo-offset plates, Harris lithographic 
chemicals, and related products, ex- 
pects to occupy the place “early in 
the fall.” The Covina project, pic- 
tured below, will also provide added 
facilities for intensified research and 
product development programs. Litho- 
plate was founded by its president, El- 
mer F. Deal, in 1946 in Alhambra, 
Calif. It became part of Harris-Inter- 
type in January, 1956, with its present 
factory located in El Monte, Calif. 


Presidents’ homework... 


...iS never done, according to an 
analysis of registrants in a correspond- 
ence course in credit and financial 
study conducted by the business edu- 
cation division of Dun & Bradstreet. 
“Today’s businessman doesn’t stop 
studying after he becomes president 
of his company,” D&B said. “More 
than 29 per cent of the registrants ... 
are presidents and officers of their 
companies.” Another 56 per cent are 
department heads and other person- 
nel from financial fields, the analysis 
disclosed. Forty-two per cent are over 
50 years old. Twenty-eight per cent 
are under 30. 


Gilbreth honored 


Dr. Lillian Gilbreth, well known 
writer, researcher, teacher and man- 
agement consultant, will be presented 
with the Systems & Procedures Asso- 
ciation’s 1959 International Systems 
Award this month. The commemora- 
tive plaque and $1,000 honorarium 
will be bestowed upon the widow of 
Frank B. Gilbreth, originator of the 
time and motion study, at a banquet 
in the Royal York Hotel, Toronto, 
October 14. SPA chose Dr. Gilbreth 
for this year’s award “in recognition 
of... accomplishments in fields which 
contribute . . . to the sciences on which 
systems work is based.” 
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Only Moore’s economy detacher has these unique features 


Simple to load—And fast! Any office em- 
ployee can load forms easily and quickly. 
Special operators aren't needed. There 
are no complicated parts to manipulate, 
no special equipment to move or adjust. 
A simple pull opens the handy feed tray. 


Build control with 


MOORE 


OCTOBER 1959 


Ny 


The portable unit you can take to the job for on- 
the-spot use. Only 2 ft. x 2 ft., it’s light in weight, 
high in speed, lets each department handle its own 
detaching jobs any place, any time. Ideal for small 
quantities, varying sizes and peak loads. For more 
details look up the Mgore man in the telephone direc- 
tory or drop a note to the Moore office nearest you. 
Moore Business Forms, Inc., Niagara Falls, N. Y.; 

Denton, Texas; Emeryville. Calif. Over 300 offices and 


factories throughout U.S., Canada, Mexico, Cuba, 
Caribbean and Central America, 


Simple to set—Ease of operation is Speedi- 
tacher’s crowning feature. A turn of the 
control wheel sets each form-depth  in- 
stantly, without complicated adjustments. 
Form-depths 3 to 11 in. The forms stack 
neatly and compactly at finish of the run. 


Use Readers’ Inquiry Coupon on Page 104 


USINESS 


Simple to run— Precision detaching for 
form-depths from 3 to 11 in., from 4 to 
16°, in. wide. This simple and efficient 
unit makes continuous operation a reality 
for many who have not had it before. A 
new standard in smooth, quiet operation. 
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©1959, VENUS PEN & PENCIL CORP., LEWISBURG, TENN. 
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DOUBLE DUTY 


Now Venus equips the famous “cross between the 
pen and pencil’’® with the remarkable new Camel 
ink-cartridge; doubles the ink supply, doubles the 
writing mileage. Result : the most efficient, econom- 
ical writing tool that ever went to work in the office. 

Another big exclusive: the new cone-shaped 
point that writes smoother, easier from any angle. 
Other great ball PEN-cil features: the slim wood 


*PAT. NO. 2,678,634 


MAIL THIS FREE TRIAL COUPON TODAY 


FOR STENOGRAPHERS 
FOR AUDITORS 
REGULAR 

SUPER FINE 
REPRODUCING 

FOR CHECKING 


LAUNDRY MARKER 
LIQUID VELVET 


barrel that’s light as a pencil; permanent ink that 
writes dry; nothing to twist, click or turn. And 
Venus now offers this great office favorite in 9 
models—each designed for a specific writing job. 29¢, 
39¢, 49¢, 59¢ each. Less by the dozen. Blue, black, 
red or green ink. Order from your stationer today. 


VENUS ball PEN: cil’ 


OM-10-59 


Gentlemen: O Double Duty (39¢). Camel cartridge. Ink Color. Venus Pen & Pencil Corp., Lewisburg, Tenn. 
O for Stenographers (49¢). Camel cart. Ink Color 
Please send, for O for Auditors (49¢). Camel cartridge. Ink Color NAME 
department test- D Regular (29¢). Ink Color (please print) 
ing, one sample O Super Fine — Ink Color. FIRM NAME 
¥ O Reproducing (39 ) Ink Color. 
Venus ball PEN cil, O for Checking (49¢), Ink Color ADDRESS 
style and ink 


color indicated. 


O Laundry Marker (59¢). Black Ink Only. 
O Liquid Velvet (29¢), Erasable Liquid Graphite. 


STATIONER’S NAME 
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State per capita taxes hit 
new high in fiscal 1959 


A NEW certainty seems about to establish itself as part 
of the old saw concerning death and taxes. Not only 
are taxes always with us, but they always keep on 
rising. According to figures recently released by the 
News Bureau of the Commerce Clearing House, 43 of 
the 49 states in the nation during the fiscal year end- 
ing June 30, 1959, raised their per capita taxes, while 
only six bucked the trend by lowering theirs. Overall. 
the national average in state taxes during the fiscal 
year reached $91.70 per person. This represents more 
than a fifty per cent increase over average per capita 
taxes a decade earlier. In 1950, average state taxes per 
person were $60. 

Biggest increases over 1958 were registered in 
Arizona, where taxes on every person in the state rose 
an average of $15, from $98 to $113; Delaware, up 
$31 to $150; Kansas, where the average bill went up 
$15 to reach $94; Maryland, up from $87 to $107; 
Massachusetts, where the $14 increase brought the 
average rate up to $99; and New Jersey, where the 
bill rose to $59, an increase of $8. 

The small band of states reducing taxes included 
Oregon, where the per capita rate dropped $5 to 


reach an even $100; Minnesota, where the tariff fell 
$3 to $93; Connecticut and Nebraska, which managed 
to reduce the burden by $2; and Florida and Illinois, 
which showed their good intentions by lowering the 
rate by one dollar. 

All told, the 1959 rise was more than twice as 
much as the comparable increase in 1958. As can be 
seen from the chart below, there was no particular 
regional pattern in tax levels, except on the Pacific 
Coast where all states registered per capita taxes well 
above the national average. The Eastern and Middle 
Atlantic states showed the greatest variation for any 
one region, with the five contiguous states of New 
Hampshire, Vermont, New York, New Jersey, and 
Delaware registering levels of $65; $105; $98; $59, and 
$150 respectively. 

The moral, if any there is, would seem to be: You’re 
not safe anywhere, unless you manage to increase your 
income at a rate of slightly more than six per cent 
a year. 


ober MM SAH 
Editor 


WIDE VARIATIONS i» state tax rates are illustrated below. Although Southern and Midwestern states generally show 
most consistent patterns, Louisiana and Florida are well above Southern regional average, as is Michigan in Midwest. 


State 
Per Capita 
Tax Burden 
in 1959 


OCTOBER 1959 


© 1959, Commerce Clearing House, Inc. 


17 


maim te," as re ace i a an eee Seth < ee ~ oe 0: ee ee By 
Oe 
- \| : 
fe r) 9 K/ASM 6° ee MONT ih} in oe Whit ni | . oe 585) 
feiceeinieey lence NN (NSS cg T0524 
Saas rots) $149. | \ ($88) | Hetil NM Lee WW «4 | 
rae fe eeeceseesrey ||| M1) {lil peace) $9301) 9) Ale soe Ea) 
pete SM re se ee LY TAH HHVVU((L4t mss $99°) 
Se) Boome |||") emmmomee ee) 7) sro eo lO 
CES | UPR $89 | RR ag, SS) RO _ 995 
pig Spee ieee Yecececss UTan i. on $89 )) see iit Saas $59 : 
(EN sy ee: ee ii) Stes \\\| || Leesa || |)1|| BS S778 cd + pe paracae: 
oy  Sepooee | | | RR eee oe saa occ) | AO 3150 
Jf ee 1 S46 --)||| 996 )|||) S100 Be | 94 | Sees een iM || esse oN 
x ee WW) coe: | Ti l(\lt||| $08 cae cE va wd geg sna 0c 
Raat, A PURUTTLTUDUUUULUUE iors Cina RS oR : 
S06 SR aR ae SO a ccaacenen tT 
ce <a ie Wa (see I ) 
Se deed | .. || $85 AU} || $8 I) 
acces ~~ > °°.” Beams Sooo. * + .* "De ATCA TTS CA IITA | {|| 
aan ee 
= — ee MI I ee lyse | 
[—] Under $60 Eee © ses 977 4\||$88)||\\\ |||) - 
Fn $60-879 97 Seek S99 A |\\\||||| Bese |l\\|I||||||\|) | 
[IIIT] $80-$99 Ve ccd ||| aa a 
EEE | $100-S119 ieee coe SS | 
Saas] $120-S139 ay kim, 
c.".4 $140 and over G4 $106 
7 PC 
| } 
— * a See — SS ee) eee, en aa ian nine 
— a a. 7 er cee. 4) es: re a a 
q : - 2 Beg q AS 4 a Bias 5 = ‘i ee a * ; a me A *% 
7 -- . = ieee . hh ooh ey Sa ae | -_ * = wit 


18 


. SCRIBE DISTRIBUTORS CO. DEPT. OM-10 


AKES POSSIBLE WORLD'S MOST EFFICIENT, VERSATILE, 
REMOTE OR NETWORK DICTATION SYSTEMS 


Single executive ‘Miracle Mike" desk Pa connected to Scribe SI-70 remote 
recorder transcriber. Machine pe y's desk. ** Mike" 
controls all functions of remote | dictation. 


Three executive "Miracle Mike'’ desk sets with Single S$I-70 Scribe remote re- 
corder and SI-60 transcriber. Allows secretary to transfer SCRIBE-PAK tape 

ine to ¢ iber freeing central hine for dictation while previous 

: material is being transcribed. : 


(|) Exclusive Miracle Mike controls all operations 
of the machine. (2) SCRIBE PAK Preloaded tape 
magazine snaps on—no irksome threading, no 
need ever to touch the tape. (%) Play back re- 
cording through Miracle Mike. Combination sin- 
gle and double earset supplied for transcribing. 


Six executive “Miracle Mike" desk sets connected to 2 Scribe SI-70 remote 
recorder-transcribers. When either machine is in use (indicated by light on 


lector switch on desk set permits other dictators to select 
idle machine. Separate t iber need d nd on work load requirement. 


E FOR PROTECTED TERRIT 


WRITE FOR FULL DETAILS TODAY 


The above are representative remote installations. Any 
combination of the various Scribe remote dictation sys- 
tems can be devised to suit your needs. 


6949 W. North Ave., Oak Park (Chicago), Ill. 


Please send me complete information about the new © 


SCRIBE dictation systems. SCRIBE SI-70 remote is the most versatile ana 


, efficient equipment available for any kind of remote or 
Z network system. Scribe records your dictation on reusa- 
. ble, high fidelity Mylar magnetic tape—preloaded in 30 


Name or 60 minute tape magazines. Every syllable is recorded 
. crystal clear. With magnetic tape you just dictate over 

Company errors as you go. All operations are controlled by finger- 
tip touch at the exclusive ‘““Miracle Mike.” Rugged, com- 

Address mercial-size Scribe remote dictation systems are versatile 


—ideal for switchboards, intercom systems, or any re- 
cording needs. See your Scribe dealer for the system best 
for your requirements. 


A PRODUCT OF SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois. 
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WHAT’S AHEAD IN AUTOMATION 
FOR THE NATION’S SMALLER OFFICES? 


Thomas Watson, Jr. 


Ray R. Eppert 


John L. Burns 


Walter W. Finke 


By ROBERT M. SMITH 


IN THE MIDST of all the scare warnings about the im- 
peratives of automation for every business, one major 
factor seems often to be overlooked. Assuming, for the 
moment, that automation equals an electronic computer, 
how does a small company afford automation? Can it 
gain enough through electronic components to offset 
their high initial and continuing cost—a cost which, in 
spite of the fact that manufacturers are constantly saying 
they are developing units for small business, shows no 
real signs of dropping? 


Even a small “desk size” computer runs, on an aver- 
age, to approximately $50,000 in costs. And the price 
rises to astronomical sums as the size of the machine 
increases. So what is the solution for the small concern, 
pressed on one side by the increases in efficiency that 
will be gained by its larger competitors as they become 
more experienced with the power and potentialities of 
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Kenneth R. Herman 


October 1959 


Computer manufacturers are 
pushing service 
center concept as 

one answer to small 
concerns’ dilemma 


over high costs 


the computer, and on the other, by the very real limita- 
tions of the budget? 

It seems more and more likely that, rather than wait 
for manufacturers to develop smaller and cheaper elec- 
tronic units, such companies will turn increasingly to the 
fast mushrooming computer service bureaus, or will be- 
gin to form combinations which can jointly afford a 
large computer. 

Such a solution makes economic sense for many com- 
panies—and such a solution will receive increasing pub- 
licity as two of the giants among computer manufactur- 
ers give more and more emphasis to the service bureau 
concept. 

Both RCA and IBM are pushing the service center 
very hard. At the recent dedication of RCA’s electronic 
data processing center at Camden, N. J.—the first of a 
series of centers the company plans to establish across 
the country—RCA president John L. Burns declared: 

“The computer service center is a kind of electronic 
gas station where small businessmen can have their paper- 
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More Firms Eyeing Service Centers, “Joint Ownership’’— 


work serviced while they wait...The day may not 
be far off when it will be as easy for a small business- 
man to visit a data processing center as it is for a 
housewife to visit a laundromat. . . .” 

Meanwhile, IBM, which already has the largest net- 
work of data processing centers in the country with 
83 centers in 80 cities across the nation, announced 
plans to establish 30 more such centers within the 
next few years. 

Further evidence of the increasing importance of 
service centers has also come from C-E-I-R, an inde- 
pendent commercial computing service center in Ar- 
lington, Va. The company recently announced plans 
to establish large-scale centers in several major cities 
across the country. The company will install three IBM 
7090 computers in New York, Houston, and Wash- 
ington, D. C., and will equip a center in Los Angeles 
with “the largest computer available” by mid-1961. 

Dr. Herbert W. Robertson, president of C-E-I-R, 
explained that in order for a company, even a large 
one, to recover the high cost of a computer, it would 
almost be necessary to keep it working on problems 
around the clock. In order to remain competitive, he 
stated, “both large and small businesses will need 
computer services in precisely the units of time re- 
quired to solve each particular problem. By means 
of this time-sharing at large-scale computing centers, 
all companies will be able to obtain the benefits of 
high-speed computers.” 


20 


IBM’s announcement that it would expand its centers 
is in line with recent studies the company has made which 
indicate that unit costs for processing data decrease 
rapidly as larger and larger computers are used. Thus, 
theoretically, even for a company which can use a 
small computer full time, it makes better sense to 
rent or share time on a large computer in terms of 
overall processing costs. And, of course, for a company 
which cannot economically justify even a small com- 
puter, there is no comparison in the cost factor be- 
tween owning and buying time at a center. 


Centers now sell computing time on hourly basis 

Such buying time is no longer available on a monthly 
basis only. IBM’s new Datacenters, which will be 
established across the country in 1960, will offer com- 
puter service on an hourly basis, in a sharp departure 
from the company’s traditional monthly leasing policy 
for data processing equipment. Companies will be 
able to buy as little as 15 hours’ time per month on 
a large computer, and the rate for the system is esti- 
mated as under $300 an hour. 

Theoretically then, even a company so small that 
it may need only a few minutes’ time weekly on a 
giant computer could use precisely the quantity of 
time it needed, and gain all the advantages of low 
unit costs that would be gained by an enormous com- 
pany capable of paying for the largest computer made. 

Another solution which is being suggested by many 
manufacturers’ spokesmen is the “joint ownership 
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Computers — Big or Small? 


Or should a small company buy any electronic computers at 
all? Even the littlest “desk size’ computer carries no little 


price tag. You can get one for about $50,000 and if you want 
to try the slightly larger model, the cost climbs accordingly. 
Major installations, resembling the one at left, are invest- 


ments of astronomical proportions—decidedly out of the 


reach of the small office. 

That doesn’t mean that the big installation can‘t be useful 
to the small businessman. It can. But in all probability, that 
usefulness will endure for only the few minutes it takes to 
process the dato required of it by that businessman. The 
rest of the time it—and even smaller units like the one at 
right—would stand idle, expensively idle. 

herefore many small companies have sought other means 
° "utilizing electronic computers. They patronize computer 
service centers, which someone has likened to “electronic gos 
stations.“ Or, somewhat like farmers who share costly tractors, 
reapers and combines, small businessmen are finding out 
that they can share computers, too, under “joint ownership 
plans” in which they pool capital and set up a revenue- 
producing service center of their own, So the question isn’t 
only big or small, but whose? 


plan” under which several companies, either in similar 
or varying fields, pool capital to buy a computer, 
establish it in an independent center, and then share 
its costs on a pro-rated basis. 

The most famous plan is the SPAN center near 
Hartford, Conn., set up some years ago by four Hart- 
ford insurance companies. The SPAN principle has 
been viewed with some suspicion by many companies 
which feel that it does not offer any protection for 
the company’s confidential information since several 
competing concerns could be using the same center. 

The latter point was touched upon last month by 
Ray R. Eppert, president of the Burroughs Corporation, 
in a discussion of his company’s plans regarding com- 
puters for smaller business and possible entry into the 
computer center field on a cross-country network basis. 

Asked what Burroughs’ plans were for developing 
data processing equipment, especially computers, for 
small and medium sized concerns, Mr. Eppert replied: 

“Well, let’s put it this way. There are over four and 
one-half million businesses in the United States which 
might utilize the methods of data processing, and 
especially the computer. It is not the operating phi- 
losophy of Burroughs to manufacture one product in 
order to appeal to the top ten per cent of these com- 
panies—the ‘cream of the crop, so to speak. I can 
only say at this time, that Burroughs has expended 
a great deal of time and money in the develop- 
ment of electronic data processing equipment for 
small and medium size business organizations; we want 
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to serve the entire field of business, not just the ‘giants.’ ” 
(Burroughs newest development in the field of data 
processing, announced late last month, would seem to 
bear out the president’s statement; a desk-size com- 
puter known as the Series F2000, it sells for less than 
$12,000 and is described by the company as “the only 
low-priced general business computer on the market”) 

Mr. Eppert was also asked whether his company 
is planning to enter into the computer center field, and 
what effect he thought these centers will have on the 
growth of the small computer. 
2“There are a great many considerations a business 
man has to make before shipping his work out to a 
—so to speak—strange operation,” he replied. “A lot 
of his work is confidential information that he would 
rather keep within his organization. He would, I’m 
certain, rather have his own self-contained operation 
where he could exercise complete control, instead of 
shipping it off to a center.” 

An opposing view to this point was voiced last 
year by Ragnar E. Anderson, project director, SPAN 
electronic data processing center, in a talk before the 
national conference of the National Machine Account- 
ants Association. 

One of the questions most frequently asked Mr. 
Anderson, who was on a leave of absence from Aetna 
Life Insurance, one of the participating companies, 
to carry out his SPAN duties, was whether there was 
any difficulty over leakage of confidential information 
from one company to another. 
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Staff at SPAN Works for Center, Not Participating Companies— 


“We have had absolutely no trouble on that score,” 
he reported, “You must remember that our basic 
staff at SPAN, including programmers, schedulers, 
and operators, all now work for SPAN. Their pay 
checks and their futures are tied to SPAN. We are 
in a separate building at a separate location. Every 
effort is made to maintain our unique identity as a 
service center to our member companies. The net 
result is that while we are very happy to exert our- 
selves in getting out work for our member companies 
accurately and on time, and to share know-how in the 
handling and processing of our paperwork, there is 
no occasion for leaking confidential information that 
passes through our hands in processing at SPAN.” 

Operating expenses at the center are paid by each 
of the participating companies according to the actual 
number of hours worked for the particular company. 
Planning, programming, and administrative expenses 
are shared equally by all four participants. 

SPAN’s heart is an IBM 705 large-scale data 
processing system. Equipment for the system rents for 
approximately one million dollars per year; operating 
and overhead costs for the center and its personnel 
ran about $600,000 during the first year it was in 
action, 1958. Thus, rough costs to each of the mem- 
bers ran about $400,000 a year. 

Such costs are, of course, not insignificant. But con- 
sidering the heavy paperwork burdens of insurance 
companies the costs do not seem unreasonable. 

Computer manufacturers also believe, that as com- 


panies gain increasing experience with electronic units, 
the tendency will be to put more and more applications 
on them. 

But few companies, when they get a computer for 
the first time, have all their applications completely 
worked out. Thus, there may be a tendency to put 
hastily prepared or inadequately organized applica- 
tions on the machine, simply help justify its costs. This 
is another danger which can be averted completely by 
rental of time on a service bureau basis, since each 
application can be fully prepared and all the necessary 
preliminary work done before it is programmed for 
the computer. 


Centers offer advantages for large companies 


Thus, even some large companies which could af- 
ford a large data processing system have preferred to 
use service bureau facilities until enough applications 
had been prepared to make profitable use of the time 
of a company-owned machine. 

Basically, the greatest appeal and potential of the 
bureau seems to be for the small and medium sized 
businesses. And now, with the advent of automatic 
programming devices, their bureaus should have an 
even wider appeal for such concerns. Since such com- 
panies pay for services on a machine-time basis, any- 
thing that cuts down the number of machine steps 
required to accomplish a program lessens their expenses. 

Translating a system into a machine program has 
traditionally been one of the most expensive steps in 


Where do you put your computers once you've bought them? Studies have shown that, in terms of unit prices, it is less efficient . . . 
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a computer installation; automatic programming has 
cut this cost radically. Moreover, a company which 
could not justify a professional programmer on its 
staff because of its size and the relative size of its 
possible computer applications, can now have some 
of its people learn the new automatic coding tech- 
niques in a relatively short time, and then apply them 
in designing computer programs for use in a service 
bureau. (Such bureaus usually rent machine time only; 
it is up to the customer to provide the program which 
the machine is to follow.) 

The economics of big computers versus small could 
very well induce some large companies, able to afford 
medium scale data processing systems, to look far 
more favorably on service bureaus in the future, how- 
ever. As more and more work is piled on computers, 
the unit cost of each piece of information processed will 
become more important. And, according to one lead- 
ing manufacturer of systems of all sizes, the drop in 
unit costs as the large systems are used is very sharp. 

Too, the data processing centers themselves can 
become more flexible as large electronic units which 
can handle a variety of programs at one time—without 
any one program interfering with the others—become 
the standard. 


Minneapolis-Honeywell Regulator Co. already has 
such a machine in its Honeywell 800, and the new 
IBM STRETCH computer will also be able to carry 
several programs simultaneously. This ability to per- 
form multiple functions at the same time will un- 
doubtedly become a feature of most large computers 
built in the future. 


Such flexibility will obviously multiply the useful- 
ness of every computer which offers it, and this too 


should serve to strengthen the service center appeal, 
since scheduling problems for use of the center’s equip- 
ment would be eased. 

By the same token, the economic advantages of 
the large computer over the small would seem to 
indicate a further trend within giant companies which 
can easily afford the largest system available, or, alter- 
natively, could afford a number of smaller units at 
various company locations around the country, to 
choose the large unit, and tie in scattered company 
locations by private wire services. This is the pattern 
already established by Sylvania Electric Co. and Car- 
borundum Co., among others. Thus, even if operating 
divisions remained decentralized in terms of administra- 
tion, there would be a return to centralization in terms 
of data processing facilities. 

Some concerns using processing centers are tying in 
by direct wire, although this is being done only within 
relatively small areas. For example, as reported in 
Office Management last month, RCA’s new computer 
center in downtown New York will be linked by 
direct wire to the brokerage houses it is primarily 
designed to serve. With the establishment of a whole 
network of such centers across the country, the costs 
of setting up direct wire communications between the 
headquarters of a company anywhere near a major 
population center, and the processing bureau in the 
center should not be prohibitive. 

An alternative, of course, would be the develop- 
ment of extremely efficient, and, at the same time, inex- 
pensive small computers which are not made to date 
by most manufacturers. But the new Burroughs Series 
F2000 computer might well be the starting point in 
a new development of low-cost units—units which 
many small concerns could easily afford. 


... to spread them around the country to serve regional needs. Rather, it is more economical to centralize them, as shown above. 
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See your Webster 
carbon and ribbon 


Salesman 
... your source 

for the best 
duplicating supplies 
| available! 


Make it clear you want 


Use Readers’ Inquiry Coupon on Page 104 
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WEBSTER 
MULTIKOPY DURAMETRIC 


The carbon paper that has the edge 
over every other brand. The exclu- 
sive scaled edge automatically as- 
sures neater, better spaced typing 
the first time. It’s uncoated for 
cleaner letters, cleaner fingers and 
cleaner carbon handling. Even in ex- 
treme temperatures, it remains com- 
pletely curl-free. You get fine per- 
formance and long service from 
every sheet. 


WEBSTER SILK STAR 
TYPEWRITER RIBBONS 


No higher quality ribbon on the 
market. With Silk Star there are 
fewer ribbon changes, sharper im- 
pressions and longer service. Silk 
Star Ribbons are made of the finest 
quality silk so sheer that 18 yards 
fit the standard spool that holds 
only 12 yards of cotton. Strong and 
three times longer wearing, too. 


They're all made by Webster! 


When a salesman represents the complete line of duplicating supplies 
made by F. S. Webster Company, you can be sure he represents top 
quality. His wide range of products saves you time, trouble and money. 
Not only does he represent ‘‘one-stop”’ buying for you, but he also has 
at his call a qualified duplicating sales engineer to advise him of your 
needs. Your salesman’s products and services are yours for the asking. 


Your stationery salesman 
is your source for 
these other Webster Quality 
Duplicating Products: 


CARBON PAPERS for all office ap- 
plications in eight grades. 
Typewriter, pencil, pen, transfer, 
blueprint, billing in a variety of 
weights and finishes. 

SPIRIT DUPLICATING PAPERS 
AND MASTER UNITS for both 
spirit and master duplicating units. 
CARBON PAPER RIBBONS for cor- 
respondence, spirit duplicating, 
photo and offset work. 

OFFICE MACHINE RIBBONS for 
most types of adding, accounting, 
tabulating and addressing ma- 
chines. 

TYPEWRITER RIBBONS in cotton, 


nylon and silk for all Typewriter 
makes. 


For correspondence, record, offset, 
hectograph, photo blueprint. 

CARBON PAPER ROLLS for Tele- 
type, autographic Register, Elliott- 


Perfect typing companion for Fisher and adding machines. 
se “4 x 9 i 
Webster MULTIKOPY Durametric. Always send a “Time Save) plus 
courtesy carbon copy. ACCESSORIES : Type Cleaner, In- 


strument Oil, Duplicating Fluid, 


iil iain aiecailancaisaieal Hand Cleansers 


Webster “iru 


F. S. Webster Co., 3 Amherst Street, Cambridge 42, Massachusetts 


Use Readers’ Inquiry Coupon on Page 104 
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EVERY ORDER FILLED IN A DAY— 


That’s the proud accomplishment of Anaconda Wire & Copper since its 


installation of a new communications system to speed order processing 


By STANLEY J. DZIUBAN 


AN ORDER processing system that 
is error-proof and fast is as important 
to the art of winning customers as 
maintaining a well-stocked line of 
quality products. 

When Anaconda Wire and Cable 
Company recently started operating 
its new communications system, it was 
fully equipped to serve its distributors 
in both respects. 

Anaconda Wire and Cable Com- 
pany, a subsidiary of The Anaconda 
Company, manufactures and sells a 
complete line of electrical wires. 
cables, and accessories. Due to its 


tremendous growth in recent years, 
the company has found it necessary to 
revamp the communications system 
used for processing its orders and 
inter-office messages. 


is placed by salesman t 


1 Aer 


“tas 


o be transmitted over SCATS system 


“In selecting a new system our basic 
requirement was giving our distribu- 
tors the best service attainable,” says 
Alvin E. Past, Secretary and Treasurer 
of A. W. and C. Co. “We want orders 
to be filled within 24 hours even 
though our sales offices and plants are 
spread across the length and breadth 
of the nation. 


SCATS system employed 


“The new equipment has now knit 
our widespread organization closely 
together. When we send orders from 
Seattle, Wash., to Hastings. N. Y.., 
they arrive within minutes. They're 
picked up, flashed over three circuits 
and typed at Hastings—all automati- 
cally. Furthermore, when our Seattle 
office sends inquiries or orders after 
2 P.M., (which would be after work- 
ing hours in the East), the machine at 


Hastings automatically turns on and 
receives them at the opening of 
Hastings business hours. The message 
can be acted on, and a report of the 
action can be sent to Seattle and re- 
ceived there early in the West Coast 
business day. 

“All the forms we need to process 
an order are integrated to accept in- 
formation from five-channel tapes. 
The forms are chemically treated to 
make duplicate copies without carbon 
paper—another time saving feature.” 

The new private line facilities, 
known as SCATS (Sequentially Coded 
Automatic Transmitter Start), are 
furnished by the Long Lines Depart- 
ment of American Telephone and 
Telegraph Company. 

They interconnect the company’s dis- 
trict sales offices, mill-warehouses and 

(To page 44) 
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2... . and received by shipping department 
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Messages sent to stations not directly connected on circuit are quickly relayed through control center 


4.... after which order is delivered to clerk on shipping floor 


ae 


3... . where it is turned over to foreman for recording 
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For Men Who Do 
the Planning ea 
For America’s TRENDS 


AND > 


Offices... FOREC AST | 


The January 
1960 


Trends and Forecast Issue of 
OFFICE MANAGEMENT 


AN ANNUAL TRADITION — POINTEDLY NAMED 


Office Management’s January issue is the traditional long-range planning 
guide for management executives concerned with office administration. 
In the past it was referred to as the Yearbook. To designate its purpose 
and content more pointedly, it will be called the TRENDS and FORE- 
CAST issue, beginning with January 1960 — which is exactly what it is. 


AUTHENTIC DATA FOR DECISION MAKERS 


The January issue’s exhaustive analyses and authoritative forecasts have 
been acclaimed, reprinted and used as blueprints for long-range planning 
in America’s largest offices. Every subject that concerns efficient, progres- 
sive office administration, illustrated on the left, is departmentally cov- 
ered in the January issue. 


ADVERTISERS: YOU HAVE A ROLE TO PLAY s] 


The nation’s office expansion program is entering a new dynamic phase. th 
How will your product fit into the new office concept — in its design, in 
furnishing or operation? The atmosphere of the January 1960 TRENDS of 
and FORECAST issue of Office Management is ideal for your product wi 
story! You will help management executives in their planning — and 
you will help yourself by your adequate presentation, appropriately posi- 
tioned for maximum impact. In addition to the more than 31,500 ABC tin 
paid — there will be a bonus distribution of an extra 2,500 copies. tig 


The January 1960 issue will take long and meticulous planning. Consult in 
with your advertising agency now — and arrange to include this vital in 


issue in your 1960 advertising program. re 
me 

Closing Date for reservations and set copy December 1 — bi 

For complete plates December 7 1“ 


OFFICE MANAGEMENT | 


°, The Magazine for Management Executives 
{QD; 212 Fifth Avenue New York 10, N. Y. 
re Published by Geyer-McAllister Publications 0 
Publishers Since 1877 
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STENORETTE® “T” The transistorized, 
tubeless, 1960 model Stenorette® “1” offers 
the world’s speediest dictation and transcrib- 
ing. Amazing magnetic tape, pushbutton 
operation and microphone keep your work 
error-free always. Automatic signal warns 
you when end of tape is approaching. New 
illuminated Linear Progress Scale pinpoints 
tape position. Three distinct sensitivity set- 
tings for normal, close or conference dicta- 
tions are provided. ‘The easily adjustable 
microphone “review” button lets you listen 
in to any part of dictation, for flawless edit- 
ing. Telephone accessory permits complete 
recording of two-way phono conversations. 
Teamed with the portable Stenorette Com- 
panion, you have the greatest compatible 
dictating / transcribing system ever achieved 
..for office, branches or travel. Complete 
with transcribing or a tating accessories. 


$1995° 


plus F.E.T. 


DeJUR-Amsco Corporation, 
45-01 Northern Blvd., Long Island City 1, N.Y. 
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STENORETTE® COMPANION This self- 
powered, portable dictating machine makes 
all others obsolete because it’s as Compact as 
a salesman’s order book, carries its own 
built-in lifetime battery, performs like a full 
size dictation unit, magnetic tape can be 
transcribed on compatible Stenorette “T” 
| in office. Check these six great features: 1. 
1} Equipped with Magnetic Tape it lets you 
dictate in a moving car, train, plane or even 
walking. 2. Just like the full size office ma- 
chine, push button controls let you dictate, 
review, 
cording 


correct mistakes and give every re- 
need. 3. Automatic settings give 
choice of personal or conference dictation. 


MAIL COUPON FOR FULL DETAILS 


\oiitent=. ss 


eJUR-Amsco Corp. 957 


| | Power supply lasts for years when used 
| ee eer ne together with the combination accessory— 
Please send me complete informa- the charger AC adapter. 5. Rugged for move- 
l tion on [} Stenorette® “T" about field conditions. 6. Fully transistorized 
(0 Stenorette® Companion 
I for long, trouble-free performance. 
i aA fi $4199%° 
Company_____ a f\ 
4 | | vlus F.E.T. 
‘ Address a ee a: ay 
— —_—__—_—Zone___State_ PREGISTEKED TRADEMARK 
— oe ee eee ee ©pe sUK-AMSCO CORPORATION 1959 
29 
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ELECTRONICS CAN BE A GIRL’S BEST FRIEND 


It can be, that is, if employee preparation for an electronic data 
processing installation is well-planned and handled. Here’s the 
way two major insurance companies convinced their employees 


THE COMING of clerical automation need not be a 
traumatic experience for a firm’s employees. Two giants 
of the insurance field—Mutual of Omaha and United of 
Omaha—have done a masterful job of reassurance, re- 
training and reassignment in making the switch to a 
computer. It has been accomplished with a maximum of 
efficiency and a minimum of employee confusion, tension 
and distress. 

These two firms, which operate out of the same home 
office in Omaha, Nebraska, utilize one of the largest 
electronic computers in the commercial field—an IBM 
705 Electronic Data Processing System. Its installation 
directly affected the jobs of more than 200 workers. Yet, 
because of a remarkably perceptive employee relations 
program, morale remained high and the firms were able 
to convince even those most affected that “electronics 
are a girl’s best friend.” 

Certainly a major factor was that all displaced employees 
were moved into other jobs with the firms. And, in the 
great majority of cases, these new jobs were more inter- 
esting, more responsible positions. Employee job prefer- 
ences and aptitude tests helped guide the personnel 
department in an extensive program of careful, thorough 
re-training. As a result, workers moved into new jobs 
with satisfaction and efficiency. 

However, a computer is not ordered and _ installed 
overnight. Its contemplated installation cannot be con- 
cealed from employees for any length of time—nor should 
it be. So, what about employee reaction in the months 
or even years before the computer arrived? How did they 
know that they’d get better jobs—or even have jobs at all? 

In this aspect, particularly, Mutual and United did 
an exceptional job. This is how they went about it: 

“Electronics may be a girl’s best friend . . .” With this 
headline in Criss Cross Currents, the companies’ house 
organ, Mutual and United announced they were consider- 
ing the installation of an electronic computer. The headline, 
in August, 1954, appeared some 2% years before the 
computer did. All that the companies had done was name a 
committee to study possible applications for a computer. 
Yet Mutual and United took a major step toward over- 
coming the fear of automation simply by informing their 
personnel from the very start that it might be on its way 
and that it would benefit them, too, not just the com- 
panies’ policy owners. 

“1870 typewriters—not diamonds—have been a girl's 
best friend. Tomorrow it may be the electronic brain . . .” 

Then, in the June 1955 issue: 

“Since Eve’s bite into the forbidden apple, man has 
had to work by the sweat of his brow, and his idea of 
paradise is synonymous with freedom from toil. Through 
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the ages he has striven to lessen the day of his labor . . . 
Thus began an article announcing that the companies had 
ordered the 705. 

It pointed out that with the coming of new industries 
to Omaha, the companies were facing a shortage of “the 
high-calibre personnel needed to operate our business. 
With the 705 we could eliminate many dull, routine jobs 
and as a result, release these people for more interesting 
work in our office.” 

Other reasons for ordering the computer were cited, 
including space problems and the need for staying in the 
forefront of a highly competitive field. The activities of 
the study committee were outlined and explanatory 
photos of a 705 installation accompanied the story: 

“People are wondering,” said Jim Kohanek, in charge 
of the 705 installation, “whether their years of experience 
will now be worthless. We want to emphasize that exper- 
ienced personnel are the key to successful operation of the 
705. The machine can only do what it is told to do. And 
only our experienced people know what to tell it.” 


More interesting jobs are made available 


A brief article about the first 11 graduates of the com- 
panies’ electronic programming school appeared in Criss 
Cross Currents the following November (1955). So did 
an article, outwardly unrelated, telling of two employees 
enjoying their re-training for new jobs within the firms. 

Mutual and United’s 1955 Annual Report to Employees 
featured an abstract cover portraying automation and a 
front-of-the-book article titled “Story of the Year: EDPM 
705.” The article pointed out that the companies’ approach 
to the problem—a study committee actually given the time 
and means to study—had won an award from the Research 
Institute of America. 

The operation of a 705 was described in non-technical 
terms in a little booklet given all employees at about this 
time. It contained a short length of magnetic tape and 
the reminder that the 705 “does not replace people, but 
jobs.” 

In January, 1957, Criss Cross Currents ran a photo 
of an electrician uncoiling a cable and an article entitled 
“It’s on the way.” 

“To the 3,024 people at the home office, this switch to 
an electronic data processor will have many significant 
results” the article reported. “And one is the fact that 
much routine work will be eliminated, making it possible 
for more interesting jobs to be offered.” The article also 
quoted employees ranging from an assistant vice president 
to a card-punch operator, all of whom looked forward 
eagerly to the arrival of the 705. In an adjoining article. 
again apparently unrelated, a woman advertising executive 
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Typewriters lightened the burden for the office girl of 
1870 — and improved her work considerably. Elec- 
tronics do the same today, but on a vastly greater scale. 


with an Omaha bank stated, “Don’t be afraid of tackling 
any new job regardless of how unfamiliar you are with 
its responsibilities.” 

When the 705 was finally installed, the February 1957 
issue contained a six-page story copiously illustrated with 
installation photos and buttressed with quotes from eight 
employees whose jobs had been directly affected. Said one: 
“The installation of the 705 dissolved the job I had before, 
and I was transferred to Claims. I think the transfer 
created a new future for me... I’m very happy with 
the change.” 

A photo of the smiling employee accompanied the quote. 
The body of the article stated: 

“Between 200 and 250 people have been, or will be 
in the near future, re-positioned in the companies. This 
means that in spite of the machines’ handling of these 
people’s work load, there was need enough to put all to 


OCTOBER 1959 


work on other jobs in our Home Office. Another amazing 
fact is that in most cases the new jobs are more interesting 
. . . In eliminating the drudgery, new jobs were created 
directly by the installation of the machine. 


Machines used to replace jobs—not people 

“The benefits to the companies as business organizations 
are immeasurable . . . What must be remembered is that 
our new machine will do only what it is told. And it takes 
people to do the telling. . . . 

“The 705 is here not to replace people but to replace 
jobs. Some jobs can be done by machine, and others 
cannot. It is to the latter jobs—requiring human person- 
ality, judgment and creative talent— that those who are 
re-positioned will go... . 

“History bears out the fact that industrial progress 
does not destroy, but creates work. . . .” (To page 38) 
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“AUTOMATION” 


FOR DEPENDABLE 
MEDIA DATA? 


YES and its name is. 


If the media executive had to ferret out per- 
sonally the detailed facts concerning quantity 
and quality of the circulation of each maga- 
zine offered to him for reaching and influ- 
encing a specific market he would be bogged 
down hopelessly with the sifting of figures, 
claims, and conjectures. It would leave him 
no time for his executive function of evalu- 
ating and making important decisions. Ad- 
vertising and selling would proceed at a 
snail's pace. 


In this era of accurate date processing, the 
media buyer, too, has his “AUTOMATION.” 
The ABC reports are the “Univac” of media 
data. Objective, unbiased, and wholly disin- 
terested — the non-profit Audit Bureau of 
Circulations processes the circulation facts 
of member publications so that media execu- 
tives have the facts at their finger tips, for 
evaluation and decision. 


When you flip the page of an ABC report, 
it’s like pressing a button on an “Automation” 
computer. For instance, take the three im- 
portant questions on the right. 


Office Management — since 1940 — the authority of the 
office field, parallels its dynamic growth. Office Manage- 
ment now offers a circulation of 31,500 management 
executives concerned with office administration — by far 
the largest ABC Paid circulation in this field. 


OFFICE MANAGEMENT 


One of the GEYER-McALLISTER PUBLICATIONS 

®:. Publishers since 1877 

vee" wee, 212 Fifth Avenue 
GD New York 10, N. Y. 
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WHAT MARKET 
DOES IT 
COVER? 


vocation or business with — 
quantity in all categories. You 
- exactly the oF é 


IS IT NEEDED circulation. Businessmen 
AND will PAY for the publicatior 
they need and want. ABC 
WANTED? 


ABC publications ‘ 
useful to the reader inhis | 
work. He proves it by renewing 
his subscription. The 


DOES IT 
INFLUENCE 
ITS READERS? 


press 

“buttons” i in the ABC report and get immed 
answers to a host of questions that wil 
help you determine accurately the ane 
é publication's. oO be 
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Dry, Positive Prints, Ready for Immediate Use, at 


Only a Fraction of Former Reproduction Costs! 


Push a button on a XeroX® Copyflo® 
printer, and dry, positive copies emerge 
in seconds, ready for immediate use. 


a 
x 
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PUSH 
THE BUTTON... 
and copies flow! 


Costs are dramatically reduced. Xe- 
rographic copies of engineering draw- 
ings are so inexpensive that in many 
plants engineers are urged to discard 
them rather than re-file. 

You can copy up to 1,200 different 
drawings an hour with a Copyfio print- 
er. Copies may be on ordinary paper, 
vellum, or offset paper masters .. . And 
the quality is superb—precisely like the 
original—because xerography copies 
the quality, too. 

If your need is to copy hundreds. . . 
or thousands . . . of different documents 
daily, look to automatic xerography for 
the happy solution. Copyfio printers 
enlarge, reduce, or copy size to size— 
can automatically turn out copies as 
rapidly as 20 linear feet a minute. 


Use Readers’ Inquiry Coupon on Page 104 


Copyflo printers offer the fastest, 
most flexible, most economical way to 
get sharp, black-on-white copies from 
original documents of all kinds or from 
microfilm. For complete details, write 
for booklet X-287, Hatomw Xerox 
Inc., 59-249X Haloid St., Rochester 3, 
N. Y. Branch offices in principal U. S. 
and Canadian cities. Overseas: Rank- 
Xerox Ltd., London. 


HALOID 
XEROX 
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No need, Podnuh, Hangin’, slidin’ Pendaflex folders are 
enough to keep peace in any office. File gals love that 
finger-tip control . . . makes ’em real quick on the file 
drawer. Rides herd on accuracy, too. And exclusive 
“keyboard” selection takes dead aim on office costs . . . \ 
shoots ’em down every time. 

If you’re a-hankerin’ for the facts on filing efficiency, 
send in the coupon on the next stage. You'll get a Free 
File Analysis, too. 

Oxford Filing Supply Co., Inc. 
Garden City, New York 
i In Canada, Luckett Distributors, Ltd. 
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OXFORD FILING SUPPLY CO., INC. 
11-10 Clinton Road, Garden City, N. Y. 


Please send everything that is free...including 
File Analysis Sheet. 
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Electronics — 
(From page 31) 


The 1957 Annual Report to Em- 
ployees continued the same theme in 
an article entitled, “1957 . . . a good 
year for service.” It cited electronics 
along with the new photocopying and 
filing equipment, declaring: 

“Almost always, these innovations 
involve you. And almost always they 
decrease your labor. . .” 

“Anyone for diamonds?” was the 
title of an article in the February, 
1958, Criss Cross Currents. It re- 
minded the readers of the 1954 pre- 
diction that “Electronics may be a 
girl's best friend”: and detailed the 
new, satisfying job of one employee 
whose job had been absorbed by the 
705. This was followed by brief 
descriptions of the jobs of eight other 
women employees who were advanced 
to more challenging, more creative 
work because of the 705. 

If Mutual and United had not care- 
fully planned and carried out an ex- 
cellent transfer and re-training pro- 
gram for the employees whose jobs 
were affected, no amount of company 
“propaganda” could have eased the 
impact of automation on employee 
morale. 

Conversely, the fact that the com- 
panies “did right” by these employees 
would not have been, in- itself, enough 
to alleviate employee fears in the 
many, many months before _ the 
changeover. 

But the companies realized that 
fears of automation are simply man’s 
basic fear of the unknown. So, from 
the very first, all employees were kept 
informed of exactly what the com- 
panies were doing, why they were 
doing it, and what the ultimate effects 
would be. 

The unknown soon ceased to be 
the unknown, the gigantic electronic 
“brain,” with its science fiction aspects 
soon became no more ominous than 
an over-sized desk calculator. Even- 
tually, even the most cynical, the most 
fearful, came to agree with the com- 
panies’ theme throughout the change- 
over—that “electronics may be a girl’s 
best friend.” 


CORRECTION: The center 
photograph on page 50 of the 
September Office Management 
was mistakenly identified. The 
product is from the Dictaphone 
Corporation, not the Dictograph 
Corporation. 
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. Wshering in a new erain.... 


RINTING FOR AUTOMATION 


a new symbol of 
PRECISION 


a new name for 
SERVICE 
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NOW, SPECIALISTS IN PRINTING 


FOR AUTOMATION-HAVE INTEGRAT 


SKILLS, CAPACITIES AND EFFICIENCIES 


BRING YOU... 


For more than a dozen years you have benefited 

from the special skills that Ck arkson Press has brought 

to the production of continuous forms. 

Two and a half years ago Clarkson Press became a 
subsidiary of Graphic Controls Corporation. 

This firm brought together many companies specializing 
in printing for automation, including one 

with over a half century of experience. 

Today this integration is complete, bringing a new 
approach to your continuous data processing form needs. 


ie «.» THE NEW SYMBOL OF PRECISION... THE NEW NAME 
FOR SERVICE...BRINGS YOU... 


TEAMS OF DATA PROCESSING 
SPECIALISTS AND PRINTING 
CRAFTSMEN — supervise all GC 
forms production to insure precise 
manufacture of forms that fit 
your system. 


1 DATA 
PROCESSING | 


FORMS 


GREATER PRODUCTION CAPACITY 
— to meet your increasing needs 
for “precision built” data process- 
ing forms, we have expanded our 
specialized facilities for GC form 
production. 


ADVANCED TECHNIQUES OF 
FORM DESIGN, PLATEMAKING 
AND PRINTING — GC research has 
developed a years-ahead method- 
ology that assures accuracy you 
can depend on and efficiency that 
saves you money. 


OVER 500 DIFFERENT STOCK 
FORMS FOR YOU TO CHOOSE 
FROM — available for shipment 
from inventory in 24-48 hours. 
X-PRESS shipment in 48-72 hours 
of imprinting to meet your special 
needs. 


PROCESSIN 
FORMS 


FASTER, MORE EFFICIENT 
SERVICE—to bring you the 
right form at the right time, GC's 
centralized data processing center 
and production control system ex 
pedite every order for “soonest” 
production and delivery. 


COMPLETE RANGE OF DATA 
PROCESSING FORMS —for every 
data processing application, all 
stock, imprinted, standard, custom 
forms are produced with GC’s cor- 
cern for precision and are offered | 
to you with GC’s pledge of service. | 


t 


SERVICE FROM SYSTEMS 
SPECIALISTS —GC Forms are 
distributed by a network of inde 
pendent systems specialists who 
have diréct-to-the-factory contact 
to help you solve your forms 
problems. 


DISTRIBUTED BY: — 
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| SMARTLY 
a Si yey 3 
=|. SHEPHERD § 
“| FLOOR | 
»| PROTECTOR 
: -~CASTERS 


S COM 
ffered | 
vice. | 
| Something sparkling -new ...it’s a newly styled, sound-hushing rubber cushion 
tread — well in keeping with today’s trend toward func- 
-EMS BES HOG GENES 6 tional beauty. Unique? Certainly! Mobile? Definitely! 
. For they have the same mobility and handsome styling 
nS ate ee eee of Shepherd’s Carpet-Saver Casters. 
"inde. “Swivel-at-a-touch" Casters! 
ontact | Take a quick look at the photo. Don’t you agree, it’s 
reason enough to ask your office equipment dealer to FIVE LUSTROUS FINISHES: 


: > . 
show you this new Shepherd product? And while ANTIQUE COPPER, BRIGHT CHROME, 
you’re about it, take the time to see the complete 


| Shepherd line of floor and carpet protecting casters. SATIN CHROME, BRIGHT BRASS, SATIN BRASS 
It will be time well spent! 


$ who nn mmnneenma 
| 
| 
| 


a a a 


shepherd 


SHEPHERD CASTERS, INCORPORATED 
P.O. Box 672, Benton Harbor, Michigan 
In Canada: Shepherd Casters Canada, Ltd., Toronto, Ontario 
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1. An Azograph master imprinted with the company’s purchase order is prepared on standard typewriter 


HOW WE CUT PLANT PAPERWORK 87 PER CENT 


Production is speeded, too, by defense contractor under new 


simplified system for processing purchasing orders 


By LESTER E. BOND 
Comptroller, Vinson Mfg. Co. 


BY PROVIDING for receiving paper- 
work for materials or parts at the 
time we issue a purchase order for 
them, our company has been able to 
reduce by 87 per cent the clerical time 
formerly required to prepare this pa- 
perwork. 

Materials are now inspected and 
ready for use in our plant in an aver- 


OCTOBER 1959 


age of less than half of former elapsed 
time. Processing of incoming materials 
is also more accurate than was pre- 
viously possible. 

This is important to us at Vinson 
Manufacturing because our purchas- 
ing function must, necessarily, tie in 
closely with manufacturing and pro- 
duction planning operations. 

We are almost entirely a defense 
industry, producing line type relief 
valves (our company was formed in 


1949 to produce these valves, which 
we originated), flow regulators and 
controls for the aircraft and missile 
industries. Current production is run- 
ning approximately $3,000,000 per 
year. 

In a business of this nature, of 
course, there are no shelf or stock 
items. Everything we manufacture is 
on specific order from a prime defense 
contractor. Under this setup, Purchas- 
ing is an active arm of our manufac- 
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New system provides flexible “purchasing arm’? — 


turing divisions. In large measure, we 
buy in keeping with rigid production 
schedules and must control receipts 
of purchased items accordingly. How- 
ever, the same purchasing methods 
must work equally well in buying 
supply items. 

Under our former system, Purchas- 
ing and Receiving were handled with 
two separate, multi-part carbon forms. 
Increasing business volume threatened 
a real bottleneck. 


2. Six copies of the purchase order are 
duplicated with an A, B. Dick Azograph 
duplicator 


Here’s how our new purchase order 
system functions: 

1. Manufacturing procedures for 
each component of a product we are 
producing are covered in detail on a 
Shop Order Card, prepared in our 
Production Planning Department. 

2. When Production Planning de- 
cides a component should be bought 
from an outside vendor, the Shop 
Order Card is sent to our Purchasing 

(To page 42) 


3. Azograph master is placed in a pending file to await 


arrival of purchased goods 


5. The receiving strip is mounted in the 
duplicator over the purchase order master 
and a three-part receiving set is run 


4. Receiving information is posted on 
narrow Azograph master corresponding 
with price column of purchase order 
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Auto-typist hits letter typing right on the button 


Push-button automatic typing is bringing automa- 
tion to the handling of office correspondence. Now 
typists push buttons instead of keys, and Auto-typist 
machines take over and do the typing. They do it in 
marvelous fashion, too—turning out letters at 2% 
times the speed of the fastest typist—neat, erasure- 
free, error-free letters that are as personal as your 
signature. 

Well over half of general office correspondence is 
routine—or can be standardized. Sales letters, order 
acknowledgements, answers to inquiries, and col- 
lection letters are only a part of the correspondence 
that can be handled faster, easier, and more econom- 
ically by Auto-typist. One typist can turn out 100-125 
letters each day with an Auto-typist—3 to 4 times 
normal manual typing output. 

How Auto-typist works—Precom- 
posed letters and paragraphs are 


series of paragraphs which can be combined to make 
up dozens of letters. 

Salutations are manually typed. Then, by pushing 
the button or buttons that correspond to the let- 
ter or paragraphs desired, Auto-typist automatically 
picks out the letter wanted, or assembles the para- 
graphs in the order desired, and types each word as 
if it had been done by hand. Manual insertions of 
personal or variable data can be made in any part of 
the letter. 

Present users include banks, manufacturers, in- 
surance companies, hotels, publishers, retailers, fund 
raisers. Applications range from general correspond- 
ence typing to specialized uses such as new account 
promotional letters. The complete story is yours for 
the asking. 


perforated on a wide paper roll. This 
perforated roll operates the typewriter 


AMERICAN AUTOMATIC TYPEWRITER co. 14k, 
2323 N. Pulaski Road, Chicago 39, Illinois 


1 
I 
keys. As much as 250 lines of copy can 60 : Gentlemen: 

i " Sas 1 Pl id full inf ti bout Auto-t it and 
be stored on one roll. Twenty to thirty Best | free booklet “60 Best Business Letters" 
complete letters can be prepared, or a . 1 

Business SONI inne cc ilonmeceineninti 
Letters nes Eee eT eon Ee eee 
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1 Address. 
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Pioneering since 1952— 


office management 


leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


Since the appearance of the first discussion on the subject of 
Automation in the Office in the August issue of 1952, OFFICE 
MANAGEMENT has published articles on Automation on a 
regular basis to keep the office abreast of everything new on 


this modern technique. Here are some typical ones: 


MARCH 1959 

Machines can aid the decision-making 

process-within these strict limits 
—Raymond Dreyfack 

APRIL 1959 

Computers are key to programming en- 

tire businesses, La Pierre tells AMA 

MAY 1959 

How Pabst IDP system speeded orders- 

and helped to rout the skeptics 
—Murray F. Hepple 

Automatic programming increases com- 

puters’ usefulness tremendously, AMA 

told 

JUNE 1959 

New programming approaches continue 

to simplify computer applications 
—Robert M. Smith 

“Total systems” approach to integrated 


data processing pays off for Seagram 
—Joseph C. Blunt 

JULY 1959 

Automation opens new horizons through 

new developments in first half of 1959 
—Robert M. Smith 

Automation will completely change of- 

fice growth, work patterns, NOMA hears 

AUGUST 1959 

Automatic programming-what does it of- 

fer, how does it work? 
—Robert M. Smith 

Computer centers across nation continue 

to widen services to small business 
—Gerald Cook 

SEPTEMBER 1959 

Automatic programming-what does it of- 

fer, how does it work? 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipnient. Equipment presently 
in use in every modern office in America can be geared in one way or 
another to Automation. 

As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 


The Magazine for Management Executives—Since 1940 
212 Fifth Avenue New York 10, N. Y. 
A Geyer-McAllister Publication 


Paperwork — 
(From page 40) 


Agent. Production scheduling goes 
ahead just as though the items were 
being made in our own plant. 

3. The Purchasing Agent deter- 
mines vendor and price for the part, 
notes this data and the purchase order 
number right on the Shop Order Card, 
which is turned over to his secretary. 

4. An A. B. Dick Azograph master 
imprinted with our purchase order 
form as a guide for typing is written 
with a regular manual typewriter, 
There is only one copy to prepare. 
The master is clean to work with, 
easy to edit and correct. Typing of 
purchase orders takes about the same 
length of time as when we used multi- 
part forms, but ease of correction and 
flexibility of preparation is much im- 
proved. 

5. Six Purchase Order copies are 
duplicated with an A. B. Dick Azo- 
graph duplicator. Total cost of forms 
per purchase order is approximately 
six cents per set less than under the 
old system. 

6. Purchase Order copies are dis- 
tributed as follows: (1) Vendor’s copy; 
(2) Vendor’s copy, signed as acknowl- 
edgment and returned to us; (3) 
Originator’s copy, to requisitioning de- 
partment; (4) Purchasing copy, used 
for posting material control records 
and production planning; (5) Ac- 
counting copy, used to set up budget 
encumbrance and control accounts 
payable; (6) Expediting copy, filed by 
follow-up date. 

7. The Purchase Order master 
(along with the accompanying Shop 
Order Card) is placed in a pending 
file according to vendor name. 

8. When goods arrive at our plant, 
the Shipper is brought to purchase 
order pending file. The master is re- 
moved. 

9. Receiving information is posted 
on a narrow master strip which cor- 
responds with the price column of 
the Purchase Order. Only incoming 
quantities need be listed. Preparation 
of full, descriptive receiving reports 
has been eliminated. This simplifica- 
tion makes it possible to complete re- 


ceiving paperwork in about one-eighth | 


of former time. 

10. The receiving strip is mounted 
in the duplicator over the purchase 
order master and a three-part receiv- 
ing set is run, as follows: (1) Follow- 
up Copy, goes to Expediter for use 
in updating his files; (2) and (3) 
are an Inspection Set. A spot carbon 
printed on copy number two auto 
matically records the inspector’s nota 
tions on third part. 

(To page 44) 
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HAROLD E. JOHNSON, SEC- 
RETARY-TREASURER of Na- 
vaco, Inc., Dallas, Texas. 


M‘\. 


THE NATIONAL SYSTEM helps add profes- 


ALL-ALUMINUM NAVACO VEN- 
TILATED AWNINGS are well 
known for their quality. 


ar = . itis 


vemrrisatTes 


Awnings 


sional prestige to the relationship which 
Navaco, Inc. has with its 1500 dealers. 


“Our Matonal System 
saves us *19,000 a year... 


pays for itself every 7 months 


“We have already received over five 
years of outstanding service from 
our National System,” writes Harold 
E. Johnson, Secretary-Treasurer of 
Navaco, Inc. “We consider it the 
most efficient accounting system 
available. 

“Nationals’ flexibility permits 
their use in all phases of accounting. 
And National Accounting Machines 
are easy to operate. Our employees 
learned to run them in a remarkably 
short time. In addition, Nationals 


1»? 


provide neat, permanent records and 
good looking customer statements 
that add prestige to our name. 
“We would advise any concern to 
see a demonstration of National Ac- 
counting Machines. Our National 
System saves us $19,000 a year... 
pays for itself every 7 months.” 


Heat Vober 


Secretary-Treasurer of Navaco, Inc. 


THE NATIONAL CASH REGISTER COMPANY, dayton 9, ohio 


1039 OFFICES IN 121 COUNTRIES + 75 YEARS OF HELPING BUSINESS SAVE MONEY 


OCTOBER 1959 


Use Readers’ Inquiry Coupon on Page 104 


—Navaco, Inc., Dallas, Texas 


Your business, too, can benefit from the 
time- and money-saving features of a 
National System. Nationals pay for 
themselves quickly 


through savings, then me 

continue to return a Walional 
regular yearly profit. 7/ ay 
National’s world-wide ae 
service organization ae 


will protect this profit. 
*TRADE MARK REG. U.S. PAT. OFF. 
Salional 
ACCOUNTING MACHINES 


ADDING MACHINES + CASH REGISTERS 
wcr paper (No Carson Reauirep) 
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For safer floors with lasting beauty... 


Use a slip-retardant wax 
containing LUDOX’ 


You benefit two ways with floor wax 
containing “Ludox’’. First, there’s 
the skid resistance “‘Ludox”’ adds. 
Tiny,transparent spheres of “Ludox” 
exert a snubbing action with every 
footstep... give sure-footed traction. 
Second, you get the lasting beauty 
only a fine wax can give your floors 
. .. and it’s easy to keep floors beau- 
tiful, because scratches and scuffs 
can be buffed out, without rewaxing. 


MAIL THIS COUPON TODAY 


LUDOX’ 


COLLOIDAL SILICA 


Firm 
Address 
City. 


REG. U.S. Pat. OFF 
BETTER THINGS FOR BETTER LIVING 
+ «+ THROUGH CHEMISTRY 


E. I. du Pont de Nemours & Co. (Inc. ) . 
Industrial and Biochemicals Dept., . 
Room N-2533 OM, Wilmington 98, Del. 


Please send me the free booklet describing the advan- 
tages of using floor wax containing “‘Ludox”, and a 
list of suppliers of these quality waxes. 


(Du Pont’s anti-slip ingredient) 


Floor waxes containing “Ludox’’, 
Du Pont’s anti-slip ingredient, give 
your floors the appearance you want, 
plus added safety underfoot. 

Mail coupon below for more in- 
formation, and a list of suppliers 
of quality floor waxes containing 
*‘Ludox’’. E. I. du Pont de Nemours 
& Co. (Inc.), Industrial and Bio- 
chemicals Dept., Room N-2533, Wil- 
mington 98, Delaware. 


| 
| 
| 
| 
| Name 
| 
| 
| 
| 


baemaman an an anamamanand - 


11. After inspection, copy (2) goes 
to Production Planning along with 
the Shop Order Card. The next man- 
ufacturing step is picked up just as 
though the part had been made in our 
plant. If necessary, the Shop Order 
Card can go back to Purchasing for 
repeating of the cycle for the next 
step in the manufacturing process. 

12. After inspection, copy (3) goes 
to Accounts Payable with the Shipper. 
The job at hand calls for the issuing 
of 500 to 750 purchase orders per 
month. Receiving report volume runs 
at least 1,000 per month. Had we 
continued with our older methods, we 
would have needed two full time 
clerks to write receiving reports. To- 
day, one of our parts men prepares 
all of our receiving papers in about 
two hours a day. 

Throughout the whole paperwork 
cycle, our Azograph Purchase Order 
forms are easier to work with and 
less expensive. Our buyer’s secretary 
prepares these Purchase Orders pretty 
much as she always did. But, our 
single-part Purchase Order is definitely 
easier to handle from the typist’s view- 
point. With only one copy to prepare, 
editing and correction are simplified. 

In addition, the forms connected 
with our new system cost less. Con- 
servatively, we feel the new system 
paid for itself in less than two months. 


Anaconda — 

(From page 26) 
its New York headquarters office. 
There are 49 points on the network, 
linked by 8,500 miles of wire facilities. 

Two control centers, one located at 
Marion, Ind., and the other at Orange, 
Calif., direct the message traffic over 
the network. Electronic equipment at 
these centers automatically picks up 
and delivers messages between stations 
on the same circuit. In addition, each 
circuit at the control center is linked 
to a second circuit (the one with which 
it has the greatest volume of traffic) 
and messages sent between stations on 
such “paired” circuits are also auto- 
matically relayed. 

Communication between stations is 
by “common language” tape, i.e. an 
automatically punched tape that can 
be fed into such machines as teletype- 
writers, Flexowriters, Copytypers, etc. 
Any of these (or a perforating ma- 
chine) may be used to put a message 
on a tape. 

To send a message, the attendant 
inserts the tape in the transmitter gate 
of the teletypewriter. SCATS then 
takes over. The attendant does not 
have to wait for a free circuit, nor 
manually turn the machine on and off. 
SCATS does all this automatically. 

Delivery is also automatic. Each 
teletypewriter is geared to accept only 
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messages headed with its own directive 
code. The station, or address code 
turns the machine on. Another code 
at the end of the message turns the 
machine off. 

A message for a station on the same 
circuit speeds direct to its destination. 


A message for a station on a paired | 


circuit, however, is relayed through 


the control center. There, a reperfor- | 


ator automatically cuts a duplicate 
tape and sends it on its way unless the 
circuit is in use. In that case, the tape 
is automatically stored and dispatched 
when the circuit becomes free. 


The only manual relay involved in | 


the system is for communications be- 
tween circuits that are not paired. 
Messages for these are received at 
the control center. All the attendant 
has to do is feed the incoming tapes 
into the proper line, the codes in each 
turning on automatically the proper 
receiving stations’ machines. 


Before the system was placed in 


service, the company trained its per- | 


sonnel at the sales offices to edit and 
transmit orders. It also set up a system 
at warehouses for the maintenance of 
a full line of stock. 

Orders received at the company’s 
32 sales offices are immediately sent 
over the system to the warehouse that 
will make the shipment. There, the 
receiving machine reproduces four 
copies of the order. Within minutes 
after the order is received, a copy is 
placed on the shipping foreman’s desk. 

Tapes of bills contain complete in- 
formation on material, quantities ship- 
ped, catalogue numbers and prices. 
These tapes are sent to the accounting 
department at the warehouse where 
they are fed into tape-to-card convert- 
ers for preparation of various reports 
—accounts receivable, inventory, sales 
analysis and cost of sales.. 

“Speed” is not the only advantage 
of the new system. Limited automa- 
tion also enables A. W. & C. Co. to 
handle customer service more effici- 
ently for these reasons: 

The company can make more ex- 
pedient use of circuit time: 

—automatic pickup of messages in 
predetermined sequence levels off 
peak loads for maximum effici- 
ency. 

—price changes can be sent simul- 
taneously to any number of lo- 
cations. 

—up to six messages for or from 
different stations can be sent 
through the automatic equipment 
on one continuous tape. 

The company saves employee time: 

—automatic pickup eliminates com- 
petition for use of circuit. 

—automatic delivery cuts down 
manual relay. 


Acco binders secure records, invoices, catalogs, 
safely—papers can’t slip out. No needless bulk! 
Unlike ordinary binders, trim, space-saving Acco 
binders slim to their contents—whether 1 sheet or 
1000 sheets. 5 colors. Many sizes — from 36 ¢ up. 


ASK FOR ACCO’s new booklet é 
maces ACCOPRESS 
—available free at office outfitters. 


GENUINE PRESSBOARD BINDERS 


Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 
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AMA, SPA CONFERENCES SCHEDULED 
FOR NEW YORK, TORONTO THIS MONTH 


AMA will meet October 21-23; SPA, October 12-14 


TWO MAJOR conferences will be 
held this month: the annual Office 
Management conference of the Amer- 
ican Management Association, in New 
York, and the 1959 International 
Systems meeting of the Systems and 
Procedures Association of America, in 
Toronto. 

Theme of the AMA conference, to 
be held at New York’s Roosevelt 
Hotel October 21-23, will be “The 
Administrative Revolution”, with em- 
phasis on the revolutionary new tools 
and techniques introduced in the office 
during the past decade, and their 
effects on administrative practices. 

Areas to be covered at the confer- 
ence include new developments in 
office operations, administrative ser- 
vices, data processing, and systems 
and procedures. 

The opening talk of the conference, 
on Wednesday, October 21, will deal 
with the “industrial revolution” taking 
place in the office as the paperwork 
processing lines of business undergo 
mechanization. T. A. Smith, executive 
vice president of Industrial Electronic 
Products, R.C.A., Camden, N. J., will 
review the main features of this revo- 
lution over the past ten years, and 
analyze their effects upon today’s 
needs, and their influence on future 
trends. 

“Advances in Management of Office 
and Administrative Operations” will 
be the subject of a panel discussion 
to be held following the opening talk. 
Panel members will be Robert M. 
Smith, editor, Office Management; 
Edmund D. Dwyer, deputy director, 
Navy Management Office, Department 


of the Navy; Dr. Herman Limberg, 
senior management consultant, Divi- 
sion of Administration, Office of the 
Mayor, City of New York; and Frank 
M. Knox, president, Frank M. Knox 
Co., New York. 

Dr. Alex W. Rathe, professor of 
management, New York University, 
will open the afternoon session on 
the first day of the conference with a 
talk on “Unlimited Horizons in Office 
and Administrative Operations.” Dr. 
Rathe will suggest a new managerial 
approach as one answer to eliminating 
bottlenecks, pushing through rush 
jobs, and handling employee griev- 
ances. 


Panel covers advances of office 


An afternoon panel group will have 
as its subject “Advances in Organ- 
ization of Office and Administrative 
Operations.” Members of the panel 
will be Thomas M. Cox, Jr., manager, 
Administrative Services, Owens-Illinois 
Glass Co., Toledo, Ohio; Alfred B. 
Howe, manager, Office Operations, 
Smith, Kline & French Laboratories, 
Philadelphia; C. I. Keelan, office 
methods specialist, Johns-Manville 
Corp., New York; and Howard Ellis, 
senior consultant, Engineering Dept., 
E. I. duPont de Nemours & Co., 
Wilmington, Deleware. 

On Thursday, October 22, M. B. 
Smith, vice president and group exec- 
utive, International Business Mach- 
ines Corp., New York, will open the 
morning session with a discussion of 
the advances made in data processing 
and systems management. Mr. Smith 
will analyze the varied aspects of a 


modern business information system 
to pinpoint the difficulties as well as 
the advantages that data processing 
brings in its train. He will also in- 
clude some practical suggestions for 
immediate day-to day operations as 
well as for long range planning. 

A panel discussion on the advances 
in organization and management of 
data processing operations and systems 
will also be held on the morning of 
the 22nd. Members of the panel will 
be William A. Ferguson, manager, 
Data Processing Branch, Carborun- 
dum Co., Niagara Falls, New York; 
Charles Stein, Jr., lecturer, Graduate 
School of Business, Harvard Univer- 


Robert M. Smith, editor, Office Man- 
agement, will participate in discussion 
on management advances on Oct. 22. 
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lf your firm is “average-size’:..all you need to 
mechanize your accounting is one girl and 
the Royal MCBee General Records Poster! 
The girl requires no special training...the 
Poster imposes no burdensome expense 


| aes 


= 


Get the important benefits of machine bookkeeping at low cost! The 
Royal McBee General Records Poster handles your payroll, accounts 
payable, accounts receivable, general ledger, inventory—without the need 
for skilled operators. Anyone can use it! You post all associated records 
simultaneously with one entry. You get accurate register of all postings 
to all records; elimination of transcription errors; instant flexibility to 
changing office routines; complete adaptability to centralized or decen- 
tralized operations. And all at a remarkably modest investment. Your 
nearby Royal McBee Data Processing Representative will be happy tog 
demonstrate. Call him, or write Royal McBee Corporation, Data Process- 
ing Division, Post Chester, New York for brochure 8-533. 
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ROYAL M°BEE - data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION . J 8 i 
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Many speakers, topics— 


sity, Boston, Mass.; Norman J. Ream, 
and James T. Gallagher, respectively 
director and assistant director, Sys- 
tems Planning, Lockheed Aircraft 
Corp., Burbank, California; and Dr. 
Samuel N. Alexander, chief, Data Pro- 
cessing Systems Division, National Bu- 
reau of Standards, Washington, D. C. 


The afternoon session will open 
with a talk on advances in office design 
and space layout by J. Gordon Carr, 
president, J. Gordon Carr Associates, 
New York. Mr. Carr will point out 
that the modern emphasis on office 
efficiency has led to major break- 
throughs in lighting, layout, furnish- 
ing, and color planning — and _ that 
poor handling of any one of these en- 
viromental factors can create hidden 
costs of surprising proportions. 


Following Mr. Carr’s talk, there 
will be a panel discussion on “Advan- 
ces in Organization and Management 
of Office Services.” Members of the 
Panel will be Russell L. Robinson, 
manager, Office Operation and Admin- 
istration, Aircraft Gas Turbine Divi- 
sion, General Electric Co., Cincinnati, 
Ohio; Philip C. Bishop, management 
engineer, Methods & Standards Dept., 
Atlantic Refining Co., Philadelphia; 
Robert K. Freidman, Director of 
Headquarters Services, Post Office 
Dept., Washington, D. C.; and Louis 
V. Germain, manager, Division Ser- 
vices, Texas Instruments, Inc., Dallas, 
Texas. 


On Friday, October 23, the last day 
of the conference, the morning session 
will open with a talk on organizing 
for “total integrated systems manage- 
ment.” Robert D. Pash, director of 
planning and administrative services, 
Micro Switch Division, Minneapolis- 
Honeywell Regulator Co., Freeport, 
Illinois, will discuss the fact that true 
integration of diverse information pro- 
cedures—from the inception of the 
order to its assimilation into sales 


Frank M. Knox C. I. Keeland J. Gordon Carr 
AMA conference speakers will include Mr. Knox, participating in a panel dis- 
cussion on the advances in management of operations; Mr. Keeland, on advances in the 


organization of operations; and Mr. Carr, who will discuss office design and layout. 


statistics—is the goal of every paper- 
work systems approach. But — how 
does one go about it? Mr. Pash will 
outline the way in which his company 
enlisted the aid of operating depart- 
ments to speed the development of 
an integrated system, and explain how 
administrative controls have helped 
to coordinate order writing, invoice 
preparation, inventory reporting, and 
management analysis. 

Panel on systems ends sessions 


The final panel discussion will be 
concerned with advances in the or- 
ganization and management of sys- 
tems and procedures. Panel members 
will be Adrian M. McDonough, di- 
rector, F. W. Taylor Management 
Laboratory, Wharton School of Fi- 
nance and Commerce, University of 
Pennsylvania; Alfred J. Apgar, mana- 
ger of methods planning, Clark Equip- 
ment Co., Buchanan, Mich., and 
George W. Lamb, Jr., assistant mana- 
ger, Management Services Division, 
Ernst & Ernst, New York. 

Final event of the conference will 
be a luncheon in the Grand Ballroom 
of the Roosevelt. J. W. Schnackel, 
vice president and general manager, 
Remington Rand Univac Division of 
Sperry Rand Corp., New York, will 
discuss what top management expects 


SPA conference 


In Toronto, at the first 
Systems conference to be 
held in Canada, R. J. 
Marien will participate in 
the Systems Panorama 
sessions; E. Lester Phy 
will be present at the 
Seminar discussions. 


of and needs from office and admin- 
istrative executives. 

The first International Systems 
Meeting ever held in Canada is ex- 
pected to draw more than 1200 mem- 
bers and guests of the Systems and 
Procedures Association of America 
to Toronto October 12-14. George K. 
MacDonnel, systems supervisor of the 
Bank of Nova Scotia, and general 
chairman of the meeting, reports that 
this month’s meeting will represent 
the most comprehensive systems pro- 
gram and group of displays ever seen 
in Canada. 

The general program for the three- 
day meeting, to be held in Toronto's 
Royal York Hotel, will be divided into 
three study areas—Systems Panorama, 
Seminars, and Systems Futurama. 

Systems Panarama, which, accord- 
ing to Mr. MacDonell, will be re-in- 
troduced at this year’s meeting by 
popular demand of SPA members, 
consists of an introduction to the sys- 
tems function, forms design and con- 
trol, work simplification concepts, 
procedure charting and analysis, man- 
uals scope, and open discussions of all 
these areas. 

The seminars will cover such sub- 
jects as work measurement, operations 
research, organization planning, basic 
data processing methods, punch card 
data processing, communications, cler- 
ical quality control, and human rela- 
tions. 

Systems Futurama is designed as a 
preview of the future of electronic 
data processing based on the exper- 
ences and predictions of organizations 
recognized as pioneers and leaders in 
the field. 

Leslie Matthies, of Fullerton, Cali- 
fornia, will lead off the Systems Pan- 
orama sessions. Assisting him in these 
sessions will be Joel C. Culley, Service 
Pipeline Co., Tulsa, Oklahoma; and 
R. J. Marien, Olin Mathiesen Chemi- 
cal Corp., New York. 

(To page 99) 
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‘| OZALID “INSTANT-COPYING"” 
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1S 
. Falling behind with purchase-receiving reports? Take pare 
: a tip from Ozalid: When goods come in, use your pur- | 
.- chase order copy and write in the ‘“‘received’’ data. Ozalid, Dept. AA-10, Johnson City, N. Y. 
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: They’ll be clean, dry and legible (no messy carbons). | " 
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n ample, turns out up to 1,000 814” x 11” copies an hour. mn 
, Cost? Lowest per copy of any copying process! Call | * 
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AUTOMATION WS, IN THE OFFICE 


Z, 


Post Office Demonstrates New Mail 
Facing and Canceling Machine 


A NEW automatic mail “facing and 
canceling” machine, produced by Pit- 
ney-Bowes, Stamford, Conn., was re- 
cently introduced and demonstrated 
by Postmaster General Arthur E. 
Summerfield at a news conference in 
Washington. The new automation de- 
vice and its six-member crew can 
process 27,000 letters an hour, com- 
pared with the 16,000 letters proc- 
essed during that time by ten persons 
using the old method. Prior to the 
new machine, adhesive-stamped let- 
ters were “faced,” or turned so that 
stamped sides were in position to 
be canceled. Long and short en- 
velopes were also tediously separated. 
The new facer-canceler receives let- 
ters, regardless of size or position 
of the stamp, and cancels them at 
speeds up to 500 per minute. 

The unit actually consists of two 
machines operating in tandem. Elec- 
tronic scanners locate the position of 
the stamp and direct envelopes into 
one of four canceling dies, after 
which they are stacked automatically. 
Letters with no stamps are rejected 
into a fifth stack. Post offices who 
now have the equipment in operation 
indicate that the machines will pay 
for themselves within a year. 

The facer-canceler was a _ joint 
development of Pitney-Bowes, and 
Werkspoor, N. V. of Amsterdam, 
Holland. 


Embossing device unveiled 


THE ELECTRONIC DATATYPER 
410, lately introduced by Dashew 
Business Machines, Culver City, Cal., 
is a completely automatic, single char- 
acter embossing machine capable of 
producing plastic credit cards, address 
plates, or embossed identification tags. 
The new Datatyper is said to be the 
first machine in its class to operate 
directly from an input of IBM 
punched cards. The IBM 024 card 
punch, consequently, is one of the 
optional input devices. The machine, 
converting signals from the IBM card 
punch, will also read data from a per- 
forated tape of 5, 6, 7, or 8 channel. 

The machine incorporates a Servo- 

(To page 54) 
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Automatic embossing machine is introduced; 
Turnpike Authority tries Solid State EDP; 
Honeywell announces 176-hour leasing plan 


The Post Office’s new “facing and canceling” machine receives letters, regard- 
less of position of stamp, and cancels them at speeds up to 500 per minute. 
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stighles wight one of five new features 


of MAC’s self-contacting 402-3 Panel ! 


Designed to make life—and work— 
easier for you and your operators by tab 
men of long experience. Many pounds 
lighter than the jack-type, MAC’s 402-3 
self-contacting panel is easier to wire, 
to check, to change. Satin-smooth edges 
and sparkling appearance make it a joy 
to handle. Unconditionally guaranteed to General Offices: 
please you! High Point, North Carolina 


West Coast Office and Warehouse: 
San Francisco, California 


No Excise Tax when you 
buy MAC Panels or Wires! 


WRITE FOR ADDITIONAL INFORMATION OR CALL YOUR MAC REPRESENTATIVE TODAY! 
Use Readers’ Inquiry Coupon on Page 104 
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Verifax Pesan 


Copiers *99* each 


ee, 


At General Electric Company, Schenectady, N. Y., the advantages of modern 


= 


office copying—plus the extra savings and convenience of having copiers only 
“stepping distance” away—are daily demonstrated by this and other Verifax Copiers. 


Kodak Verifax ° * . . <a 
Bantam Copier 
outperforms 
copiers costing 
up to 4 times 


as much! oe : é, 
Makes 5 dry, easy-to-read Verifax copies are always 
copies in 1 minute for 2!4¢ clean and accurate—the 
each. Verifax copies can be kind you prefer to read and are 
made on one or both sides of proud tosend out. These Verifax 
bond-type paper, card stock or copies last fully as long as any 

printed forms for use in systems. typed records. Won’t fade. 
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Write with anything—you 
can copy ball-point, crayon— 
what have you—as easily a 
typed data. Even those purplish 
duplicator copies and rubber 
stamps are a snap to copy. 
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5 copies ready to go 
in 1 minute ! 


COMMUNICATIONS ARE FASTER, COPYING SAVINGS 
GREATER, WHEN YOU HAVE A KODAK VERIFAX 
COPIER RIGHT IN YOUR DEPARTMENT OR OFFICE! 


Even makes an offset 
master in 1 minute for less 
than 20¢ using a low-cost adap- 
ter. Translucent masters for 
whiteprint machines are also 
made in 1 minute at low cost. 


r OCTOBER 1959 


A wonderful convenience for you and your 
secretary —for everyone in the department 
—when dry, easy-to-read Verifax copies 
of letters, reports, orders can be made right 
on the spot, fast as needed. 


Convenience that pays for itself! 


As systems men see it, putting copiers wher- 
ever needed is more than a convenience— 
it’s smart business! 

For it ends costly “travel time” to a 
distant copier . . . lets you keep all the 
savings you get from rapid copying. At the 
same time it lets everyone take full advan- 
tage of all those dollar-saving Verifax 
short cuts, such as answering half the mail 
without dictation and typing. Or doing an 


all-day retyping job in just 20 minutes. 
(Short cuts which may be overlooked if 
the nearest copier is “‘miles away.’’) 

It’s easy to see how the smallest de- 
partments and offices—even ‘‘one man” 
offices—can quickly save the cost of a 
Kodak Verifax Copier (only $99.50 for the 
capable Bantam model). 


Call in your Verifax Dealer 


for free demonstration of Verifax copying 
right in your office. See how it speeds up 
routine paper work . . . how it brings re- 
markable savings to various systems, such 
as order-handling. Check ‘Yellow Pages” 
under duplicating or photocopying equip- 
ment. 


Price shown is manufacturer’s suggested price 
and is subject to change without notice. 


Yerifax Copying 


DOES MORE... COSTS LESS ... MISSES NOTHING 


— ry » 
* MAIL COUPON TODAY 

: FOR NEW BOOKLET JUST OFF PRESS 

: EASTMAN KODAK COMPANY, Business Photo Methods Division 

« 343 State St., Rochester 4, N. Y. 

° Gentlemen: Please send new booklet ‘““How modern office copying 

* adds time where it counts.’’ Also names of nearby dealers. 

ns 72-10 

° Name Position 

° Company Street 

. TRADEMARK 
$= City. Zone State 
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AUTOMATION er THE OFFICE 


(From page 50) 

drive system which eliminates the 
use of clutches, brakes, or mechanical 
drives, and produces an average oper- 
ating speed of 14,000 characters per 
hour. The Servo-drive mechanism plus 
a fiberglass cover, is said to reduce 
the machine noise factor enabling 
it to be used in an ordinary office 
without need for additional sound- 
proofing. 

The Datatyper is adjustable to ac- 
commodate plates measuring from 
three by five inches, down to 3/16 


PUNCHED CARD 
AUTOMATION 
and ADDRESSING 
NOW POSSIBLE 
with COMPACT, 


SIMPLIFIED 
® 
MODEL 10 


e Model 10 introduces the economies e Switch between hand feed and 
of Scriptomatic methods into automatic feeder in less than a 


every business. minute. 


e Available with selective printing 


e@ Speed and Simplicity are the key eenibinsiinen, 


features. Feed of material activates 
all operations: (Master feeding, e No hand levers or foot pedals. 


ejection, stacking and counting). @ No belt conveying mechanism. 


WRITE FOR ILLUSTRATED BROCHURE 


A PERFECT MARRIAGE... 
Punched Card and Scriptomatic Automation 


Scriptomatic methods combine all the advantages of punched card auto- 
mation and conventional addressing equipment. Scriptomatic offers a full 
range of machines and methods to tie in any punched card system you are 
using or plan to use. Today you can get all the advantages of a high speed, 
fully flexible addressing and data writing system ...at a running cost 
differential as amazing as the cost comparison between a card and a metal 
plate. You enjoy not only low first cost but continuing savings in automatic 
file maintenance, filing space, and elimination of duplicate lists. Scriptomatic 
is the system geared to tomorrow... Imagine your punched card system 
flowing through a Scriptomatic machine for selective, flexible, high speed 
addressing. 


goIR 


Write for case studies and descriptive 
material. Discover now, at no obli- 
gation, if Scriptomatic can 

improve your procedures. 


SCRIPTOMATIC, INC. 


316 N. 11th Street, Philadelphia 7, Pa. 


MODERN ADDRESSING-DATA WRITING 
MACHINES AND METHODS 


Use Readers’ Inquiry Coupon on Page 104 


by two inches. Semi-coined impres- 
sions on the plate have a depth of 
.0005 inches, which applies to a line 
of plastic and metal plates, includ- 
ing those of stainless steel. Optional 
punching units make it possible to 
produce either embossed or inverse 
impressions. The Electronic Data- 
typer is 33 inches wide, 511% inches 
long, and 53 inches in height, with 
an overall weight of approximately 
450 pounds. Basic unit price is set 
at $14,000. 


New Univac for tolls 


The New Jersey Turnpike Authority 
recently displayed its new Univac 
Solid State Data Processing System 
to a group of industrialists represent- 
ing leading commercial users of the 
turnpike. Transference of the toll audit 
system from a Univac 60 computer to 
the New Univac Solid-State Computer, 
recently installed by the Remington 
Rand division of the Sperry Rand 
Corp., is said to mark the first time 
such a system has ever been used by 
a toll highway in the U.S. Electronic 
computer methods were first adopted 
by the Turnpike Authority in 1957 
with the installation of the Univac 60 
computer. According to Joseph More- 
craft, Jr., chairman of the Turnpike 
Authority, the number of vehicles 
traveling the highway has been “in- 
creasing by the millions yearly.” The 
Univac Solid State system, only re- 
cently introduced in this country by 
Remington Rand (See July, Office 
Management), is expected to keep 
abreast of the growing traffic volume. 
According to Authority figures, nearly 
42,000,000 cars, buses and _ trucks 
traveled the Turnpike last year. “When 
you realize that there are 3,528 pos- 
sible rate combinations for processing 
toll cards on this heavy traffic you can 
begin to appreciate our paperwork 
problem,” chairman Morecraft said. 
The system will also. be applied to 
other management problems such as 
cost distribution, personnel records. 


Honeywell 176-hour plan 


A new leasing plan for the Honey- 
well 800 electronic’ data processing 
system was recently announced by the 
Datamatic Division of the Minnea- 
polis-Honeywell Regulator Company. 
Under the new system, the Honey- 
well 800 may be leased for 176 hours 
a month on any time schedule re- 
quired by the customer. Walter W. 
Finke, president of Datamatic stressed 
that heretofore the systems were leased 
on a conventional basis of 22 standard 
weekday shifts of eight hours each, 
and overtime rates have been charged 
for work done outside the allotted 
eight-hour period, regardless of wheth- 

(To page 57) 
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| Before you buy, see and try Smith-Corona’s 
“| new Secretarial, the only office typewriter 
*» | with lighter, livelier, ACCELERATOR ACTION! 
"— “apte~ Smith-Corona 


NT Use Readers’ Inquiry Coupon on Page 104 
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= wi DEXTER “SUPER 10” (50¢ off) 
S Me A heavy-duty sharpener 
52 4F for general office use. 
a0} Dial selector for multi- 
So 3 sizes of pencils. Adjust- 
ar YY able for fine, medium or 
ow blunt points. 
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DANDY “SUPER 10” (75¢ off 


Executive type, top-of ad 
desk portable model. 
Sharpens all sizes of 
pencils. Adjustable for 
fine, medium or blunt 
points. Automatic 
feed. 


ABBEY SES et ER PEA 


GIANT (25¢ off) 


The everyday workhorse 
of the pencil sharpener 
industry. Over 7,000,000 
in use in offices, stores, 
homes and schools since 
1947. Dial selector. 


nf January 31, 


NADIE SAE SAAS PARAS 


PN SO SYA CL SC a EES TS 7, 


mS 2s 6 ONION SIR ar SO SONS) 


JUST 90 DAYS TO GET YOUR CHRISTMAS BONUS 
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SPECIAL BIG 


CHRISTMAS BONUS PLAN 
BRINGS BIG SAVINGS TO YOU! 


If you work with pencils, and like them 

sharp, you should always have your own 
personal pencil sharpener within reach... at 
office and at home! Thousands of successful 
business men and women wouldn’t be without 
this luxurious necessity ...and also provide 

the same step-saving convenience for their staffs. 


With Apsco’s free Christmas Bonus Coupons 
you can’t afford to put it off a day longer! 


APSCO PRODUCTS, INC., Los Angeles + Rockford * Toronto 


“For 53 years, the world’s largest manufacturer of pencil sharpeners.” 


Hf 
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THIS CHRISTMAS BONUS COUPON IS WORTH 


Simply mail or take this coupon to your 
stationery dealer and he will allow you full 
cash value of 75¢ toward the purchase of 

one Apsco Dandy “Super 10” pencil sharpener. 
(This special bonus offer closes Dec. 31, 1959.) 


NOTE TO DEALER: Apsco Products, inc., P.O. Box 840, Beverly Hills, California agrees to redeem this coupon for full 
face value on reorders in accordance with the Apsco Christmas Bonus Plan as announced. Attach your accumulated 
coupons to your re-stocking order and full credit will be deducted from your invoice. (Dealer redemption offer closes 
——— | 31, 1960, one month after close of consumer offer.) Mail directly to Apsco, sco salesman. Your 
special Christmas Bonus opportunity is made possible only by this special, direct Apsco-to-dealer pian. 

This offer limited to the continental United States and its possessions. Offer void where prohibited, regulated or 
taxed. Offer subject to withdrawal without notice upon redemption of coupons then outstanding in dealers hands. 
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THIS CHRISTMAS BONUS COUPON IS WORTH 


Simply mail or take this coupon to your 

stationery dealer and he will allow you full 

cash value of 50¢ toward the purchase of one 

Apsco Dexter “Super 10” pencil sharpener. 

( This special bonus offer closes Dec. 31, 1959.) 

NOTE TO DEALER: Apsco Products, Inc., P.O. Box 840, Beverly Hills, California agrees to redeem this coupon for full 

face value on reorders in accordance with the Apsco Christmas Bonus Plan as announced. Attach your accumulated 

coupons to your re-stocking order and full credit will be deducted from your invoice. (Dealer redemption offer closes 
one month after close of consumer offer.) Mail directly to Apsco, or your Apsco salesman. Your 


January 31, 1960, : 
special Christmas Bonus opportunity is made possible only by this special, direct Apsco-to-dealer plan. 
This offer limited to the continental United States and its possessions. 


fer void where prohibited, regulated or 
taxed. Offer subject to withdrawal without notice upon redemption of coupons then outstanding in dealers hands. 
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THIS CHRISTMAS BONUS COUPON IS WORTH 


Simply mail or take this coupon to your 
stationery dealer and he will allow you full 
cash value of 25¢ toward the purchase of one 
Apsco Giant pencil sharpener. } 
(This special bonus offer closes Dec. 31, 1959.) 


NOTE TO DEALER: Apsco Products, Inc., P.O. Box 840, Beverly Hills, California agrees to redeem this coupon for full 
face value on reorders in accordance with the Apsco Christmas Bonus Plan as announced. Attach your accumulated 
coupons to your re-stocking order and full credit will be deducted from your invoice. (Dealer redemption offer closes 
, one month after close of consumer offer.) Mail directly to Apsco, or your Apsco salesman. Your 
special Christmas Bonus opportunity is made possible only by this special, direct Apsco-to-dealer pian. 

This offer limited to the continental United States and its possessions. fer void where prohibited, regulated or 
taxed. Offer subject to withdrawal without notice upon redemption of coupons then outstanding in dealers hands 
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(From page 54) 
er the user had exhausted his full 
eight hours of computer time. “The 
Honeywell 176-hour plan will enable 
many users to eliminate complex and 
costly scheduling and_ rescheduling 
difficulties in handling their normal 
work.” Finke said. Many company 
work loads occur toward the end of 
the month and require more than 
eight hours of computer time in any 
given day, he added. The new leasing 
plan is optional and applies to present 
Honeywell equipment users, and those 
who expect delivery of the Honeywell 
800 all-transistorized system in Octo- 
ber of next year. Only maintenance 
service of the system may be subject to 
man-hour rates outside a conventional 
period of usage. 


Agency files motorized 


THE NEW YORK STATE Divi- 
sion of Employment has recently an- 
nounced the installation of 13 motor- 
ized filing consoles in their Unem- 
ployment Insurance Accounts Bureau. 
Each of the units has a capacity of 
132,000 file cards, arranged on alpha- 
betical trays. When the operator 
touches a button, the proper tray 


thread guards optional— 


One motorized filing console has a ca- 
pacity of 132,000 file cards arranged 
alphabetically on revolving trays. 


automatically revolves into place for 
easy reference. The motorized units 
replace approximately 200 of the per- 
pendicular-type filing cabinets, which 
previously housed some 300,000 cards 
of New York State employers regis- 
tered under the unemployment In- 


Attractive metal 


guard against string, 
threads, etc., getting 

caught between 

wheel and horn. 


... this new one-piece 


surance Law. According to Alfred L. 
Green, executive director of the State 
agency, the number of cards to be 
kept will exceed 1,280,000 by Janu- 
ary of next year, a number easily 
accommodated under the new system. 
Mr. Green pointed out that the equip- 
ment has increased the efficiency of 
the filing unit by 20 per cent, and has 
eliminated the need for four extra 
file clerks. Other savings for Employ- 
ment Division, according to Mr. 
Green, will be realized by operating 
on 1,000 less square feet of floor 
space, which will save approximately 
$3,000 in rental. 


Computer for Wall St. 
brokerage house 


THE IBM 705 Model 111, one of 
the largest computing systems avail- 
able on the commercial market, has 
recently been installed in the offices 
of Bache and Company, Wall Street 
Brokerage firm (see cover). The 705 
Model 111, being leased by Bache, 
is capable of handling 780 trades per 
minute, and is reputed to be the 
fastest data processing system in the 
financial district. The paperwork in- 
volved in an average of 6,500 daily 
trades made by the brokerage house, 
can now be completed in 12 hours, 
or half the time previously needed. 


hooded caster 


for office chairs 
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This is Bassick’s new one-piece hooded caster, entirely new in 
appearance, with attractive lines that do not exaggerate its 
bulk, despite its very sturdy construction. 

Incorporated here is the popular Bassick Diamond Arrow 
construction that assures easy swiveling, smooth rolling, long 
life. The smart ball race cover maintains the caster’s clean lines 
and protects the swivel bearing from dust and dirt. The caster 
may be equipped with either Bassick’s new, non-marking, stain- 
resisting soft rubber tread wheels (“Baco’’) or non-marking, 
non-staining hard composition wheels (“Atlasite’’). 

Look for the new Bassick hooded caster at your dealers. Ask 
for it when replacing worn casters. 2.5 


Symbol of] 


Excellence 


THE 

BASSICK COMPANY 
BRIDGEPORT 5, CONN. 
IN CANADA: 
BELLEVILLE, ONT. 


STEWART-WARNER CORPORATION 
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NC 
PAPER 


saves time and 


money on all types of 
Business Forms! 
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NO MATTER WHAT BUSINESS FORM is printed on NCR 


(No Carbon Required) Paper, you can be sure of cleaner, clearer sere 
copies in less time than with the old carbon paper method. No Wationat 
carbon is required, and you can obtain 8 or more copies on any TZ ay 
business machine or typewriter. YEARS. 
For free samples, call your local printer or forms supplier and 1958 


test amazing NCR (No Carbon Required) Paper yourself. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES © 75 YEARS OF HELPING BUSINESS SAVE MONEY 
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Vast amount of messages and memos that cross office desks daily can be cut 
immeasurably if company finds out just what constitutes “good communicating” 


How to find the 


COMMON DENOMINATOR IN COMMUNICATION 


Choosing the right medium—and method—is basic to successful 


transmission of information at every company level 


By RAYMOND DREYFACK 


FROM THE president of the com- 
pany down to the office boy, from 
the divisional sales chief to the man 
out selling on the road, communica- 
tion of ideas is probably the most 
important single factor contributing 
to the success or failure of an enter- 
prise. Communication is the errand 
boy between planning and action, be- 
tween ideas and their execution, in 
effect, between the product or serv- 
ice and the customer. 

Yet how many companies can hon- 
estly say that the way they get across 
their ideas is as effective as their 
system for conceiving ideas? How 
Many managers can be sure that 
instructions, for example, are being 
carried out as intended? 

Presidents, vice presidents and man- 
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agers are being paid handsome sala- 
ries based primarily on their capacity 
for decision and thought. It makes 
down-to-earth sense then, if a firm 
pays hard cash for ideas, to install 
a network designed to put the ideas 
into use in accordance with their con- 
ception. No thought is any better 
than its translation into a written 
document, and the translation in turn 
is no better than its interpretation by 
the individual charged with taking 
the action specified. 


Ideas must be clear, make sense 


In a large pharmaceutical com- 
pany inventory differences involving 
basic oils constituted a major prob- 
lem. Exhaustive studies were made, 
meetings held, in an effort to estab- 
lish a closer control. Finally, the 
stores supervisor came up with a 
clever idea for a unique coding sys- 
tem designed to establish a more 
dependable cross reference between 
stores issues and actual usage. A 


meeting was held with controller, 
auditors and three or four supervisors 
present. The stores supervisor pre- 
sented his idea, and it was enthusi- 
astically accepted by all present. Three 
different departments were assigned 
the responsibility for carrying out 
the idea. 

So far so good. But when the next 
inventory period rolled around, it 
was found, to everyone’s chagrin, the 
difference problem was no closer to 
solution than last time. Another meet- 
ing was held to find out why. Ac- 
cording to the specifications of the 
newly installed coding system certain 
things that took place did not make 
sense. The system was reviewed in 
detail at the meeting. 

Several times, in the exchange be- 
tween department heads, the words, 
“Oh, is that what you meant?” were 
repeated. The original idea, while 
well conceived, simply had not got- 
ten across. In other words, the stores 
supervisor had failed to communicate. 
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Face-to-face communicating is the oldest 
and easiest means of transmitting informa- 
tion, but it has its drawbacks. Verbal 
messages can be forgotten, misinterpreted, 
even willfully neglected. And when related, 
they’re often incomplete and inadequate. 


Written messages should be informative, 
rather than impressive, so that the reader 
knows what’s being said without undue 
stress and strain. The over-worked memo, 
for instance, should be brief and to-the- 
point—and issued only when necessary. 


dew 
- | 


Effective communication needn’t always 
be in word form. It can be visual, too. 
Often “worth a thousand words” is the 
diagram or picture that can help replace a 
difficult-sounding paragraph on, for ex- 
ample, a job instruction sheet. Whenever 
possible, use a picture—or flow chart or 
graph—to tell the story quickly, clearly. 


Emphasize brevity, simplicity, lucidity — 


This “failure to communicate” is 
a chronic illness in many businesses 
today. The larger and more compli- 
cated the operation in question the 
more serious this situation becomes. 
The IBM Corporation, one of the 
largest and most efficient organiza- 
tions in the world, considers this 
among its major problems. In a small 
company it’s a simple matter for the 
Owner or manager to keep personal 
tabs on everything that takes place. 
As the business grows larger, how- 
ever, with managerial and supervisory 
functions spread out on a depart- 
mental basis, we get into problems 
involving personality traits, conflict- 
ing interests, language barriers, varied 
levels of comprehension due to train- 
ing and experience, etc. What we 
need then is a common denominator, 
a pre-planned network of communica- 
tion that will insure on every level 
that ideas are translated as intended. 


How to get ideas across 


Consider first the conventional 
means of communication in the aver- 
age business. Most common, of 
course, is word-of-mouth. No matter 
how fancy we get in designing effec- 
tive communication nothing will ever 
replace conversation per se. Never- 
theless, while conversation is certainly 
the fastest and easiest way of com- 
munication, it is not without its lim- 
itations. Someone receiving a verbal 
message may either forget it, mis- 
understand it, misinterpret it, or will- 
fully neglect it. Related information 
may be incomplete or inadequately 
expressed. Therefore, if information 
is complicated, non-routine, or of 
special importance, word-of-mouth 
should be avoided. 

This brings us to written communi- 
cation, the memo, notice, or letter. 
Written forms of communication can 
be either a highly effective office tool 
or a big fat nuisance. To be effective 
a memo, for example, should be sim- 
ple and brief, and not issued unless 
absolutely necessary. To the average 
person each memo appearing in the 
In-File means extra work. Most peo- 
ple feel they are doing enough of this 
already. It makes sense then, if a 
person reads a document written to 
impress rather than inform, or writ- 
ten in such a way as to require un- 
due mental strain in the deciphering 
process, the most natural inclination 
on the part of the reader will be to 
dispose of the message in the quickest 
and most painless way possible—the 


“round file,” or just as bad, in dead 
storage. 

Another important consideration 
coloring the effectiveness of written 
messages is the volume or number 
of such messages reviewed on a daily 
or weekly basis by the recipient. The 
more memos a person receives the 
less time he can devote to each. The 
tendency of the average person, when 
work piles up, is to dispose of it as 
rapidly as possible in order to clean 
up the backlog. 

Another useful form of communi- 
cation is the written procedure or job 
instruction sheet. Here, the require- 
ments are pretty much the same as 
for the memo. Brevity, simplicity and 
lucidity. Extra, unneeded words con- 
fuse the message in the mind of the 
reader. The longer it takes for a 
reader to grasp the meaning, the less 
effective the communication. After 
writing a message the writer should 
read it back as objectively as possible. 
If the meaning is not immediately 
clear, content should be reviewed 
for faulty expression. Often a long, 
drawn-out sentence, re-written into 
two or three shorter ones will turn 
the trick. 

Often too, with regard to job in- 
structions, the proverbial picture that 
is worth a thousand words, may help 
replace difficult paragraphs of prose. 
A brief diagram, flow chart or graph, 
may impart a message faster—and 
even more important—more effort- 
lessly to the reader. 


Know reader’s capacities 


The successful writer always 
“slants” his material to his reader. 
The average manager will direct his 
communications to one of three 
sources: a) his superior, b) his asso- 
ciates, or fellow managers, c) subordi- 
nates. 

Before phrasing the message it’s a 
good idea to consider the intended 
recipient. The controller of a com- 
pany, for example, can usually be 
assumed to possess a fairly good vo- 
cabulary, a good knowledge of the 
internal functioning of the business, 
a keen and analytical sense. In most 
cases the manager, addressing a com- 
munication to this individual, would 
not have to worry too much about 
talking over his head. 

By the same token, a manager ad- 
dressing a memo to his subordinate, 
should be alert to realize that very 
possibly what to him is common 
everyday information, may be some- 


(To page 62) 
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In a business where seconds count, new Teletype 
{ Model 28 communication equipment is helping the 
brokerage house of Merrill, Lynch, Pierce, Fenner & 
Smith, Inc. speed-up “buy” and “‘sell’”’ transactions by 
a full minute. Not only does the system get the cus- 
tomer’s order to the floor of the Exchange faster, but 
it also provides needed additional communication ca- 
pacity for Merrill Lynch offices in six cities. Where 
previously 80,000 words were transmitted daily, now 


108,000 are handled by the new system. 

Faster Equipment. To provide this increase in speed 
and capacity, each office on the network has new 
Teletype Model 28 equipment—which operates at 100 
words per minute, is highly automated, and includes 
tape punching and reading facilities. 

Built-in controls. Jim Price, wire chief at Merrill 
Lynch, says, “‘This new Teletype equipment is out- 
standing. It has increased our transaction handling 
capacity some 30%. We’re particularly pleased with 
its dependability and compactness. Everything needed 
is built right into the units.” 
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New Teletype equipment at Merrill Lynch 
: cuts transaction time 30% 


Communications, Data Processing, Automation. 
Why not investigate the time and money saving ad- 
vantages of Teletype Model 28 equipment for your 
business? Along with its many advanced features, this 
new Line is designed on a “‘building-block’’ principle, 
with interchangeable components and provisions for 
added features. Thus, Model 28 equipment can be 
readily customized — whether your requirements involve 
message transmission within or between plants... or 
the more specialized communication and control needs 
of data processing and automation systems. 


Further Information may be had from your local 
telephone or telegraph company—or write for descrip- 
tive literature to Teletype Corporation, Dept.33-k, 
4100 Fullerton Ave., Chicago 39, Illinois. 


TELETYPE 


ORATION 
CG iad re ; Neel di : 


sussipiary of Western Electric pp Rated Inc. 
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. 
One minute means a lot at the Stock Exchange... 
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Good communication sells 


what hazy and unfamiliar to the ad- 
dressee. In addition, experience and 
educational background of the subor- 
dinate must be taken into considera- 
tion. In any case, simplicity of lan- 
guage and expression is preferable. 
When dealing with individuals of 
less sophisticated background this can 
often mean the difference between 
“reaching” them, or leaving them out 
in “left field.” 

The words, “sort sequentially by 
account classification,” for example, 
are the same as saying, “sort by cus- 
tomer number.” The first message, 
however, will probably produce a per- 
plexed expression on the part of the 
reader; the second one will get the 
message through at once. 


a a “? | a ) ia 
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The tone of the message is another 
important consideration. An idea pre- 
sented to the boss should be respect- 
fully suggested. To a fellow manager 
informality is often more effective. In 
the case of a message addressed to 
a subordinate the ideas should be 
clearly and firmly spelled out in de- 
tail in order to avoid all confusion 
and indecision in the subsequent ac- 
tion that is required. 

In summation, before issuing that 
memo, re-read it from the point-of- 
view of the person who will receive 
it. Consider his personality, level of 
understanding, attitude towards his 
work and towards memos in general. 
Try to evaluate how you, in his shoes, 
might react to the communication. 


Communications indulged in care- 
lessly or in redundance will become 
ineffective. For this reason it’s im- 
portant to consider the purposes of 
communication in business. What can 
we hope to accomplish via memos, 
meetings, phone conversations, etc? 

1. Improvement. In order to im- 
prove systems, procedures, training, 
morale, or anything else related to 
the business it’s necessary to com- 
municate ideas for improvement to 
those involved with the subject at 
hand. Expression of such ideas should 
be concrete and carefully thought out. 

One tabulating supervisor in a large 
manufacturing concern came up with 
what he thought to be a pretty good 
idea for automatically computing the 
union pay progressions of the people 
in the plant. Under his newly con- 
ceived system the number “1” would 
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Gleams when cleaned 
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MASO “Executive” CHAIR MAT 
Modern! Beautiful! Efficient! 


alcohol, cigarette burns, 
etc. 
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Extra Thick 
Heavy lamination of 
wood-grain plastic over 
5/16” Presdwood. Won't 
slip, won't creep. 


Tough 
Chairs glide smoothly 
over the mar-resistant 
surface. Not slippery. 
Chip resistant. 
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Protects expensive floor covering and looks superb. This lustrous wood- 
grain plastic chair mat adds to the efficiency of existing desk space, 
allowing smooth chair mobility. Adds protective beauty, economically. 
Rich wood-grain plastic, laminated to extra-thick Presdwood, retains luster 
and wears like iron. Choose NOW from four authentic woodgrain patterns 
in decorative colors to blend with any office decor: Walnut, Desert Tan, 
Mist Green, Driftwood Gray. This outstanding value is surprisingly low in cost. 


pemeaaSEND COUPON TODAY @ewawxaaxe 


Interstate Metal Products Co., Inc. 
(Office Equipment Division) 
666 Lake Shore Drive, Chicago 11, Hil. 


Please send me FREE literature and more information 
about Executive plastic chair mats. 


NAME 


TITLE 


COMPANY. 


ADDRESS. 


MASO 
ESTABLISHED 1933 


(city) (zone) (state) 


be added to the employee’s punched 
card record at the end of each work 
week. When the number “13,” (desig- 
nating the number of weeks needed 
to put a progression in effect) was 
reached, the rate increase would be 
automatic. 

All hopped up with his brainstorm 
the supervisor raced in to see his 
boss, the assistant controller of the 
company. He enthusiastically reeled 
off the idea to the patiently attentive 
ear of his superior. When he finally 
finished his spiel the barrage of ques- 
tions began: What about call-back 
employees? How about people not yet 
on seniority? How will vacation time 
be added? Etc., etc. 

The supervisor was caught flat- 

footed. To most of the questions he 
had no immediate answer. To others 
he found himself hedging and stam- 
mering. To cut the story short, he'd 
come in feeling like a genius, and 
exited feeling like a fool. The sad 
part is that his idea was really good. 
He just hadn’t thought out the most 
effective way of selling it through ef- 
| Sective communication. 
_ 2. Instruction. One of the most 
_important uses of communication is 
that of telling people what should be 
done and how to do it. Here, care 
should be taken to leave nothing to 
the imagination of those delegated to 
perform the line functions of the 
operation. 

The matter of authority and re- 
sponsibility is another important de- 
termination when instructing people 
how and when to take various actions. 
Instructions must be issued by people 
authorized to issue them, and should 
/be sent to people authorized to re- 
/ceive them. The problem of effective 
‘communications is heightened if the 
right to issue a memo is questioned 
by the person meant to carry out the 
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instructions. By the same token, the 
person receiving the memo must re- 
gard the contents as part of his duty 
and responsibility. 

3. Advice. Here again the scope 
or authorization of the issuing party 
must be carefully established. Many 
people resent advice, even if well in- 
tended, from individuals who are not 
delegated with advice-giving respon- 
sibilities. One office manager, observ- 
ing that a girl was using a filing aid 
in a slow and laborious manner, sat 
down with her and spent fifteen min- 
utes of his time in an attempt to cor- 
rect her paper-handling technique. She 
quietly and patiently observed his im- 
proved method, tried it herself and 
found it to be better. 

Later, however, to the bitter rev- 
elation of the manager, two com- 
plaints were issued. One was from 
the girl to her direct supervisor, an- 
other department head. Number two 
was from the department head in- 
volved. The girl was embarrassed, be- 
cause she was corrected by an “out- 
sider” in front of the other girls. The 
department head was put out because 
the office manager had not gone 
through “channels.” 


Petty gripes? Perhaps. But office 
protocol is too strong to be ignored. 
Communication, if it is to serve its 
most effective purpose, must proceed 
through proper channels and in ac- 
cordance with company policy. 

4. Job evaluation. Managers, sys- 
tems analysts and executives should, 
from time to time, review the func- 
tions of the business, and report 
progress to all conterned. Such com- 
munication can be made in the form 
of memos or reports. Generally speak- 
ing, a pattern should be established 
where such an accounting should be 
in writing and available for study 
and reference. Here again, the ques- 
tion of authorization is a key one. 

If sensitivities are not to be tram- 
pled and enemies made, such progress 
reporting should be done with the 
sanction and encouragement of top 
management. Even then care must 
be taken to exercise tact and con- 
sideration. Constructive criticism is a 
blessing. Criticism for the sake of 
condemnation undermines and de- 
stroys instead of building. 


Communications follow-through 


Even a well planned program of 
communication can be defeated if 
the aims and objectives of the pro- 
gram are not clearly defined, and, 
equally important, followed through. 
Obviously too, a necessary adjunct 
to the follow-through phase is the 
machinery for enforcement. If the 
communication involves, for example, 
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a procedural change, the person issu- 
ing the change must first test his own 
authority for putting it into effect. 

Naturally, if the instruction is given 
to a subordinate, authority is implied. 
On the other hand, where the com- 
munication is between managers of 
equal rank, authority is not always 
so clear-cut. Sometimes extraneous 
factors enter into the picture. Politics, 
stubbornness, difference of opinion. 
In such cases, if the message is to ful- 
fill its purpose, the blessings of a 
superior may be in order. 

A second factor entering into the 
follow-through function is the un- 
pleasant but often needed task of 
discipline. Assuming that the author- 


ity of issuance is well established, let 
us further assume that subordinate 
Joe Doakes, through laziness, per- 
versity or plain forgetfulness, does 
not carry out the instruction set forth 
in the memo. What happens then? 


Discipline necessary 


Clearly, no general statement can 
be made to cover the disciplinary as- 
pects of personnel supervision. If Joe 
Doakes made an honest error in car- 
rying out his assignment, and if such 
errors on Joe’s part are reasonably 
infrequent, the mere calling it to his 
attention would be sufficient. In other 
instances, where negative behavior 


(To page 71) 


Now for the first time ever a port- 
able electric collator that is actually 
| half the price of anything on the 
market. Capable of unusual high 
production, this new collator has 
the capacity to handle 812” x 11” 
sheets of the normal range of office 
_ and duplicating stocks. It’s portable, 
| light weight and extremely easy to 
operate. A simple flip of the switch ‘ 
turns the tiresome time-consuming 
task of hand gathering duplicated 
pages into sets into an efficient, 
effortless job... that’s almost fun! 


moved from department to depart- 


ment... perfect for sales bulletins, 


promotional material, price lists and 
other data. 


| 
| 
| Ideal for every office ... easily 
| 
| 
| 
{ 


NOW I for the first time 


a portable electric collator for “149” 


Mail coupon... or ask your stationer 
or office equipment dealer to arrange 
for a free demonstration right in 
your own office. 


We THOMAS COLLATORS INC. 


re 


Thomas Collators Inc. | 
Dept. E, 100 Church Street, New York, N. Y. 


[_] Sounds good . . 
[_] Id also like o free demonstration. 
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That may sound like a boast. It’s not. 
There’s a simple reason. You have to know 
how to make a typewriter before you 
can make an electric typewriter—and the 
Royal people have made more typewriters 
for more years now than anybody else. 

Here are a few natural results of this 
old-line-craftsman experience: 

Royal Electrics have exclusive features 
that come from years of knowledge of the 
needs of both the people who type and 


better 


eeereverer 


Royal Electric 
typewriters are built 


right 


down to the 


s 
Product of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters 


last 


Use Readers’ Inquiry Coupon on Page 104 


the people who dictate. Example: easy 
interchangeability of carbon and fabric 
ribbons at no extra charge. No other elec- 
tric gives you that. 


Royal electrics are remarkably free from 
money-wasting breakdowns. 


If you're in the market for a typewriter, 
look into Royal. It'll take about fifteen 
minutes of your time, but it could make a 
whole lot of difference to both your secre- 
tary and yourself. 
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Here’s what you'll see at 


THE NATIONAL 
BUSINESS SHOW 


Rockefeller will open 
Coliseum exposition, which 
will run October 19-23 


Show officials greet Rockefeller at °58 event... 


NEW YORK’S Governor Nelson A. Rockefeller will 
Officially open the 1959 National Business Show on the 
19th of this month at New York’s Coliseum. Theme of this 
year’s exposition, which will run through the 23rd of the 
month, is “Business and Communications,” with emphasis 
on the effects of external means of communication — 
newspapers, magazines, radio, and television, on business 
and business management. 

Dramatizing this theme will be a communications theme 
center on the second floor of the Coliseum. There New 
York radio station WNEW will establish a complete broad- 
casting studio from which it will air all its regular news and 
general programs during the five days of the exhibition. In 
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Lipid iiss 


Nae ee Sa: Se 4 ee 
NAT'L. BUSINESS free 
| SHOW OCT..19- 230s 


... as huge crowds swarm Coliseum to view exhibits 


addition, United Press International will install wire re- 
ceivers of the type that tie together the great press networks 
of the world. News received over the U.P.I. wires will be 
reproduced by spirit, offset, and stencil office duplicating 
machines for distribution to show visitors. 

There will be more than 300 exhibits, and 500 different 
product lines shown this year at the Coliseum. Many of the 
machines exhibited will be of foreign manufacture, and the 
international influence will be further stressed by a special 
visit of European business executives who will attend the 
show through the cooperation of Pan American Airways, 
and who will then tour leading American firms’ offices in 
New York, Philadelphia, Washington, and Chicago. 
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NEW PRODUCTS TO BE SEEN AT 
NATIONAL BUSINESS SHOW 


A Electronic Dictating Unit 


The Cole Dictater offers many elec- 
tronic features; can operate in planes, 
trains, or automobiles, as well as in 
home or office. Dictating operations 
are guided by an automatic micro- 
phone. To be shown by Cole Steel 
Office Machines, Inc., New York. 


A Check Protector 


Single setting of indicator dials on 
check protector produces entire 
amount line on check in_ indelible 
ink. Unit is small enough to be stored 
in desk drawer, and is available in 
three colors. Perma Print protector is 
from Allied Research Corp., Erie, Pa. 


A Collator 


New eight-station collator, according 
to manufacturer, can replace eight 
workers doing hand collating. Ma- 
chine can collate 1,000 sets of eight 
Pages apiece in a half-hour. Macey- 
matic will be exhibited by the Macey 
Co., Cleveland, O. 
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A Dictating Machine 


New dictating unit features recording 
on envelope size “sound sheet.” Sound 
sheets, which are indestructible, can 
be re-used indefinitely by magnetic 
erasure, or held as file copy. Steno- 
matic is a product of DeJur-Amsco 
Corp., Long Island City, N. Y. 


A Calculator 


Electric printing calculator offers 
fully automatic multiplication and di- 
vision, simplified operating controls. 
Everest M-4, manufactured in Italy 
by Serio S.p.A., Milan, will be shown 
and distributed here by Alma Office 
Machine Corp., New York. 


A Direct Image Camera 


New electrostatic camera makes pos- 
sible direct creation of a_ printing 
plate from original copy within the 
camera. Entire process of creating 
plate takes one minute. Electricon is 
produced in three sizes by Robertson 
Photo-Mechanix, Inc., Chicago. 
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A Water Cooler 


New water cooler is smaller than 
average unit, and is designed for use 
in reception rooms or small offices. 
Cabinet color is Desert Dawn; top is 
hand-polished stainless steel. Capacity 
is three gallons. Cooler is produced 
by Ebco Mfg. Co., Columbus, O. 


A Taxmeter 


Redesigned rotary withholding Tax- 
meter indicates all applicable payroll 
taxes and other variable wage deduc- 
tions on any wage or salary up to 
$300 a week. It will be offered on a 
“dollar-a-month” rental basis by Bates 
Accounting Forms Co., New York. 
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A Collator 


New rotary collator has 50 stations 
and can carry on several collating jobs 
simultaneously, as long as total num- 
ber of sheets to be collated does not 
exceed 50. Rotomatic. which can 
handle 25,000 sheets an hour, is made 
by Thomas Collators, Inc., New York. 


A Automatic Copying Machine 


New copying machine will make any 
required number of copies directly 
from original material. Dial setting 
specifies number of copies desired; 
machine handles entire process auto- 
matically from that point on. Unit 
does not require sensitized or treated 
papers, and no developing or exposure 
adjustments are necessary. Xerography 
is copying principle employed in the 
914, which can copy any paper or 
document up to 9 by 14 inches in 
size. Unit can also copy pages from 
bound books or magazines. Machine 
produces exact copies of original ma- 
terial at rate of six per minute on any 
type of paper or card stock. The new 
copier-duplicator will be shown by 
Haloid~ Xerox, Inc., Rochester, N. Y. 
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New products 
to be seen at 


A Manual Tabulator 


The new model “Multiple-Tally” 
Tabulator is all-metal, and more com- 
pact than prior models. It is said to 
be radically new in its patented 
mechanical action, design, and _ styl- 
ing. Unit will be introduced by De- 
nominator Co., Inc., New York. 


A Sealed-System Photocopier 


The Contouramatic MARK II is a 
new automatic single-unit photocopier 
equipped with a_ sealed processing 
fluid supply. The machine is so de- 
signed that operator’s fingers need 
never touch fluid. To be shown by F. 
G. Ludwig, Inc., Old Saybrook, Conn. 


A Photocopy Process 


The “Quick Silver” photocopy process 
is a new silver-photography process 
which is said to develop and stabilize 
print almost instantaneously. It can also 
reproduce all types of matter. Process 
will be shown by Peerless Photo 
Products, Inc., Shoreham, N. Y. 


A Book Copier 


The new Kodak Verifax Book Copier 
is described as having a “fool-proof 
photographic mind capable of memo- 
rizing a page in virtually any book 
in the world.” Portable unit is avail- 
able with a carrying case. By Eastman 
Kodak Co., Rochester, N. Y. 


A Typewriter 


The Olivetti 82 Diaspron is a new 
standard typewriter said to embody 
the results of more than half a century 
of technical progress and research. 
Speed has been increased by a new 
lightness of touch. To be shown by 
Olivetti Corp. of America, New York. 


A Dictating Machine 


The Stenocord Dictating Machine is 
said to be both portable and fully 
automatic; it is also equipped with a 
reusable, mailable magnetic belt and 
a dual-purpose, dictate-conference 
microphone. To be shown by Steno- 
cord of America, Inc., New York. 


A Whiteprint Machine 


The Reprofax Viking is a new, com- 
pact whiteprinting machine which 
produces sharp and evenly developed 
copies for offices. To be shown by 
Reproduction Products Co., subsidiary 
of Ozalid Division, General Aniline 
and Film Corp., Detroit, Mich. 


A Automatic Stapler 


New automatic electric stapler re- 
quires neither foot nor hand controls. 
Insertion of material to be fastened 
activates machine. Machine can _ be 
left connected; it operates only as work 
is fed to it. S-54 will be shown by 
Staplex Co., Brooklyn, N. Y. 


OFFICE MANAGEMENT 


= a. | Fe Poe meee) 2 Cs . , : 7 pS. 1, eres ove te py ae — ‘é * P , oop a : i? 
j ee 
a. 
NA eS 
a. G \ ; _ i .) 
te 2 rent sila dala 
ae et ane 
a - eae | 
+ : ‘ x a 
| Business Show - — a 
Pe Pe A! 
Sma 
fy signe 
traci 
; ing 
used 
ters. 
i Chic 
a 5 Z = ; £ — , : 
<n ee > Ey ‘ és A . : - 98 eo * 
an ‘os LY, a : pi 5 : me ; ‘ af 
: a bia Sa Tae | deed .. € ss : 
. 1 — > ee — ee gas: Bs : - . we Sarre: — ] 
: he = ; Mag Pi 9 : F b is sees ee >. Al n “ , | ~ 
: > a st acai anasto Sgn ee. si so ae ae 
a Se PC Pe A 
The 
2 pho’ 
mat 
ae 60 1 
hou 
carr 
P Pro 
| —— We i 
| —_—_ | r = Wi 7 
’ /. Oa Ss dak S 
4 nel i % Ne pert: ea ae é Bee 
a= Bee Fe 
Bae ~~ s ae = Oo ee : ve ed ; 
| % . ‘ j * 4 o ; oo, 
sae ' ” os 
. ee PC Pe a 
Thi: 
chir 
Adc 
: Spex 
F lop. 
intr 
4 Ad 
te 68 ee | — —(OC 
— Ok [os Off! ee 
es = Bou ae | ee | -: Bers eee ae, Way Bios 


A Light Table 


Small light table is only “scope” de- 
signed for use in lettering, drawing or 
tracing for spirit duplicating, accord- 
ing to manufacturer; it may also be 
used with stencils or offset paper mas- 
ters. To be exhibited by Heyer, Inc., 
Chicago. 


A Photocopying Machine 


The new model Gefco “Porta-Fax” 
photocopying machine is said to auto- 
matically expose, process, and print 
60 to 120 sharp, error-free copies per 
hour. Light unit is equipped with a 
carrying handle. By General Photo 
Products Co., Chatham, N. J. 


A Addressing Machine 


This new automatic addressing ma- 
chine, called the Model 70 Master 
Addresser, has a normal addressing 
speed of approximately 1200 enve- 
lopes per hour. The machine is being 
introduced for the first time by Master 
Addresser Co., Minneapolis, Minn. 
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A Diazo Copying Machine 


The new Copyflex diazo copying 
machine is designed specifically for 
offices, and is about the size of a 
typewriter. Called the Model 105, it 
uses no negatives, inks or stencils. The 
machine will be exhibited by Charles 
Bruning Co., Mount Prospect, Ill. 


A Stencil Duplicator 


The “Ideal” Model “E” twin cylinder 
stencil duplicator is electrically oper- 
ated by an AC/DC motor with a vari- 
able speed control of from 40 to 140 
copies per minute. The new dupli- 
cator will be shown by American Of- 
fice Equipment Co., New York. 


A Dictating Machine 


The Stenorette “Companion” is a new 
self-powered, fully transistorized, port- 
able dictating machine no larger than 
a medium-sized book. The machine 
will be exhibited by DeJur-Amsco 
Corp., Business Equipment Division. 
Long Island City, N. Y. 


A Cast Iron Typewriter 


The “Siemag™ typewriter is said to 
be the only one-piece cast iron frame 
typewriter in the world. The machine 
is said to be ideal tor traveling, and 
weighs no more than ordinary ma- 
chines. It will be shown by Continental 
Office Machines, Inc., New York. 


A Executive Telephone 


A new telephone described as “the 
first pushbutton telephone with a 
brain” has been designed for the “busy 
executive.” It is equipped with auto- 
matic pushbuttons designed to sim- 
plify and speed inter-office contact. By 
Tele-Norm Corp., New York. 


A Addressing Machine 


New addressing machine has _ elec- 
tronic sensing feature which permits 
unit to read information punched on 
card masters, and selectively address 
without disturbing sequence. Standard 
punched cards can be used as masters. 
Scriptomatic, Inc., Philadelphia. 
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Fice love affair bared 
(Boss gives his blessing) 


When typist meets NU-KOTE (the first plastic-—base type- 
writer carbon ever) presto! — a boss-pleasing office 
romance is born. Reasons aplenty, too: for instance, 
NU-KOTE gives you immaculate copies always. Copies that 
stay clean. Every letter boldly clear from start to 
stop. NU-KOTE comes in only one weight and finish. Best 
results by far for any typewriter, almost any copy job. 
And NU-KOTE outlasts ordinary carbon 3 to 1! 


NU-KOTE 


CARBON PAPER 


FREE SAMPLE! For a free sample of NU-KOTE 
just mail this coupon attached to your company 
letterhead. 

Dealer Sales Dept. spe 
Burroughs Corporation, Detroit 32, Michigan 

Name __ — 
Firm ee 
Address _ ; : 
City sone State_ 


In Canada write Acme Carbon & Ribbon Company, Limited, 
Toronto 13, Ontario 


es ecessese 


eae 


New Products at 


A Offset Duplicator 


Compact “table top” offset duplicator 
has automatic feed, easily adjustable 
feed table to accommodate various 


_ sizes of impression paper. Cylinders 


adjust automatically to differing paper 


| weights. Unit is a product which will 


be shown by A. B. Dick Co., Chicago. 


A Paper Cutter-Trimmer 


The “Kutrimmer” combination paper 
cutter and trimmer can cut strong 
materials such as linoleum and heavy 
board, while soft, thin stock such as 
carbon paper receives delicate pre- 
cision trimming. The device is sold 
in four sizes: 14%, 22. 28, and 32 
inches; 28- and 32-inch sizes are also 
available in a treadle-operated floor 
model, shown above, which comes 


complete with stand. Kutrimmer will 
be shown by Michael Lith Sales Corp., | 


New York. 
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v Adjustable Lectern 


New lectern made of plastic in wood 
finishes is adjustable in height to make 
it convenient for any speaker. Unit 
may be ordered with lamp, timer, and 
public address system including micro- 
phone. It will be shown by Hercules 
Seating Co., New York. 


Communication — 


(From page 63) 


traits come into play, more drastic 
action is implied. 


The important point here, 
through and discipline ties in closely 
with our network of effective com- 
munication. For this reason the fol- 


lowing should be kept in mind: 


1. Where an instruction is not ful- 
filled in accordance with requirements, 
a supervisory finger should point to 
the specific person at fault. © 

2. Action, whether in the form of a 
gentle reprimand, or more formalized 
discipline, should follow quickly. 

3. The penalty must take into ac- 
count the seriousness of the violation 
and the amount of damage caused. 


4. The penalty should be reasonable, 
and in proportion to the nature of the 
offense. 


To round out the effective com- 


munication cycle then, to measure the | 


results of the proposed action, and 
to give assurance that the gears do 
not stop turning after the engine has 
been shifted into gear, a practical 
system of communications follow- 
through is vital. A simple dated rec- 
ord of memos and job instructions 
issued will serve as a helpful man- 
agement tool in fulfilling this ob- 
jective. 


OCTOBER 1959 


ARE 


how- 
ever, is that the problem of follow- | 


_ precision built mailing scale! 


| has convenient postage computer 


air 


five “Postage Due” letters. 


Who pays 
your postage? 


Mr. R. has just paid the 
sympathetic mailman 20¢—for 


He does not feel kindly at all 
toward the senders, and who 
can blame him? A faulty mail 
scale which underweighs, does 
nothing for your company 
reputation. And a scale which 
overweighs, wastes postage. 
Moral: Get @ Pitney-Bowes 


Six Pitney-Bowes scale models 
for every requirement eliminate 
underpayment and overpayment 
of postage. For the small office, 
the Model 4900 (illustrated), is 
accurate, easy to use, and has a 
handy postage computer. Larger 
PB models have an automatic 
pendulum mechanism that ensures 
permanent accuracy, quick and 
exact register; with hairline 
indicator, large chart markings 
are easy to read, make mailing 
fast and easy. Ask the nearest PB 
office to show you, or send coupon 
for free illustrated booklet. 


Model 4900 for the small office Free: Handy desk or wall chart of 


Postal Rates, with parcel post map 
and zone finder, 


PITNEY-BOWES 
Mailing 
Scales 


PitNeY-BoweEs, INC. 

2978 Walnut St., Stamford, Conn. 
Originator of the postage meter... 
offices in 121 cities in U. 8. and Canada. 


a 


: PiTNEY-BowEs, INc. 
2978 Walnut Street 
Stamford, Conn. 


Send free booklet DO rate chart 0 


Name 


Address 
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Photostat Corp. buys Cons 
Diebold Flofilm to ai 
The Photostat Corporation has re- The 
cently announced the acquisition of the ful and 
Flofilm Division of Diebold, Incorpor- consult 
ated, manufacturers of microfilm cam- agemer 
eras, readers, processors and related appeal 
supplies and equipment. Photostat, a of Mz 
subsidiary of Itek Corporation, manu- Connec 
factures and distributes microfilming, nc. « 
photocopying, office copying and offset stressec 
duplicating equipment and_ supplies. create | 
Daniel Maggin, chairman of the busines 
board of Diebold, remarked “Die- availab 
bold’s expansion in the bank protec- ants. T 
tion and office equipment fields and its aac 
advent into data processing accessory engine¢ 
equipment is such that management maintai 
feels it should concentrate all its | requirit 
efforts in these fast developing areas. of ethic 
Since microfilming is a part of the membe 
photocopying art, we feel the sale of the ne 
the Flofilm Division . . . is to the the Of 
mutual advantage of both principals, search 
as well as Flofilm customers.” The ness A 
Flofilm equipment is designed to divisior 
microfilm copy in motion, while micro- in the 
film products marketed by Photostat of smi 
are of the planetary type utilized for them t 
more precise work. Kenneth M. Leg- | the ser 
horn, Photostat president, said in his firms.” 
announcement, “Because of the greater the ma 
acceptance of the use of microfilm, come ; 
we expect the market for microfilm ticing 1 
. Ribb f MYLAR” equipment, supplies and services to | in tod 
Carbon Typewriter l ons 0 expand considerably. Acquisition of petetiv 
‘ . . Flofilm will help us take maximum | White, 
give Cleaner, Sharper IMPreSSiONS — «sss oF ms grow . 
. Hosme 
ses save time, cut costs! Ghertner tells AMA of Busine 
ae need for forms control Oddie, 
You get sharper, print-like impressions on your corre- Service 
spondence and offset copy by using carbon ribbon made One billion dollars was spent by | Francis 
with Du Pont ‘“‘Mylar’’* polyester film. Sharp, clean im- American industry last year on_ the 
pressions are made from ribbons of ‘Mylar’ even with timing rte en 
light pressure from the key of the machine. reg president of Cullom & Ghert- 
You get up to twice the typing time without changing SES, TE CE De 
: . és 99 2 ° pants at an AMA Seminar recently. Ma 
the ribbon. That’s because ‘“‘Mylar’’ is thin . . . you get : ie “ ane 
‘ ee =A Ae The president of the printing firm | the B 
more carbon ribbon of “Mylar” on a standard 4”’ reel. oor aatale  ceOea 
a ay “ie pointed out that this capital outlay Jerry | 
Mylar” is tough . . . helps eliminate breakage problems, cuuhd be. gieetly coilineed ty tellening 1 Halli 
saving you valuable time and money. a few basic procedures. Mr. Ghertner | throug 
Ask your supplier today for a reel of carbon ribbon listed the following steps as necessary | 'chnic 
made with “Mylar”! For information on other stationery to good forms control: selection of the a a 
items made with *“Mylar”’ write E. I. du Pont de Nemours proper papers for the forms; printing — 
& Co. (Inc.), Film Dept., Room 0M-10, Wilmington, Del. of forms in combination runs; ship- > ang g 
eo REINFORCED SHEETS e SHEET PROTECTORS ping of forms in bulk; carrying smaller Sea 
© INDEX-CARD HOLDERS e LAMINATE FILM inventories of forms; centralizing | yhicp 
*“Mylar” is Du Pont's registered trademark for its polyester film. Du Pont forms purchasing. The ee : lively ‘ 
manufactures the base material “Mylar” —not finished carbon ribbons. owned printing plant can best be used | your | 
for producing short run printing jobs } ceive 
DU PONT and other special projects,” Mr. Ghert- > calling 
ner told the AMA group. “However, | calling 
R the larger, more complex printing jobs | eously. 
REG. U. 5. PAT. OFF should be handled by outside printing | presen: 
BETTER THINGS FOR BETTER UVING POLYESTER FILM. firms which can do the job more ef- throug 
+0 RN CHERETRY ficiently and economically.” Ness of 
Use Readers’ Inquiry Coupon on Page 104 
72 OFFICE MANAGEMENT | OCTC¢ 
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Consultants form group 
to aid small business 


The small business man, often fear- 
ful and undecided in his choice of a 
consultant to help solve critical man- 
agement problems, may now direct his 
appeal to a newly formed Association 
of Management Consultants, 1223 


a 


Connecticut Ave., N.W., Washington, | 
D.C. George C. Webster, president, | 


stressed that the association hopes to 
create a better understanding in small 
business of the functions and services 
available through competent consult- 
ants. The Association will not only act 
as a clearing house for management 
engineers and_ specialists, but will 


maintain standards of acceptance by | 


requiring members to adhere to a code 
of ethical practice. Dr. Wilford White, 
member of the board of advisors of 
the new association, and director of 
the Office of Management and Re- 
search Assistance of the Small Busi- 
ness Administration, stated that his 
division of the SBA wants to “assist 
in the improvement of management 
of small business firms by enabling 
them better to understand and utilize 
the services of management consulting 
firms.” Dr. White also pointed out that 


the majority of small business failures | 


come about as a result of not prac- 
ticing modern management techniques 
in today’s complex, and highly com- 
petetive economy. In addition to Dr. 
White, the Board of Advisors consists 
of L. T. White, vice president of Cities 
Service Petroleum Co.; 


Business Administration; and Richard 
Oddie, Director of Small Business 
Services for the Bank of America, San 
Francisco. 


“A Manner of Speaking” 


A new courtesy film entitled “A 
Manner of Speaking,” produced for 
the Bell Telephone System by the 
Jerry Fairbanks Studios, is being made 


available for company viewing | 
through local Bell Business offices. The 


technicolor film, starring Fred Clark 
and a host of Hollywood familiars, 
illustrates how a few bad telephone 
habits could lose an important client 
and a healthy account. 

Some communication maxims 
Which are brought to light during this 


lively and entertaining film are: answer 
_ your phone promptly; place and re- 


ceive your own calls; don’t say “who's 
calling” but, “May I tell him who is 
calling please?”; terminate calls court- 
tously. Arrangements for individual 
Presentations of the film can be made 
through the local Bell Telephone busi- 
hess office. Running time: 28 minutes. 
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ta 
genious a 


W. Arnold | 
Hosmer, Harvard Graduate School of 


“What good-looking 
letters!” 


KEE 


before. 


ribbon changes in half. 


that go from your office. . 
compliment which fine ap- 
pearing correspondence im- 
plies . . . then give it that 
appearance with KeeLar. 
*Du Pont Trademark 


Kee lox, 


Rochester, N. Y. 
CARBON PAPERS AND INKED RIBBONS 


Sold through KEE LOX branch offices 
and selected independent stationers 


MANUFACTURING 
COMPANY 


ae 


a 


es 


= Keelar, Ribbon” (ff 


KeeLar is tough because MYLAR 
any ribbon breakage problem. And you get substantially more length— 
in fact, twice as much in the same diameter—which cuts the number of 


DU PONT e 
made with POLYESTER FILM 


You'll never know how clean 
and sharp your letters can be 
until you've tried 


AR 


What good-looking letters! That’s what businessmen are saying about 
letters typed with KeeLar carbon ribbons. KeeLar means that Kee Lox 
ribbon making know-how has teamed up with DuPont MyLAr* Polyester 
Film to give your letters a sharp, clean brilliance you have never known 


TYPEWRITER 
CARBON RIBBON 


is tough . . . so tough it eliminates 


For typing offset and spirit duplicating masters, KeeLar gives you 
sharper, cleaner originals—hence, cleaner, sharper copies. 

If you want to be really proud of the letters and other typewritten work 
. and if you like to pay your customers the 


ee ee eS ee ee ey 
Kee Lox Manufacturing Company 
Dent. OM-109, Rochester 1, New York 


| | 
| | 
We would like to see, without obligation, how ! 
| your Keelar carbon ribbon writes. | 
| | 
| 
| 
| 
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is easier on the new, warmer white Hammermili Ledger. 
READING Its non-glare surface reduces eye-strain and fatigue. 


5 ¢ is smoother, faster. “Ledger finish” is right for pen and ink 
RITI N entries. Erasability is good, too. 


t right. “Posting finish” has the tooth to make 
"RITH METIC ieee ails “ile and accurately. 


MMERKg 


L costs no 
«».yet LEDGER << aint 


HAMMERMILL PAPER COMPANY, ERIE, PENNSYLVANIA 


Use Readers’ Inquiry Coupon on Page 104 


BOOKS 


EMPLOYEE PUBLICATIONS, by 
William C. Halley. Chilton Co., 56th 
& Chestnut Sts., Philadelphia. 139 
pages. $5.00. Out of the need for 
harmonious employee-management re- 
lationships came the company-spon- 
sored business and industrial publica- 
tion. “This press began as a tiny trickle 
of newspapers and magazines in the 
Thirties,” the author states. “Today, 
it has swelled to a flood whose com- 
bined per-issue circulation is about 
six times larger than U.S. daily news- 
paper coverage. . . .” According to 
Mr. Halley, this fast-growing field of 
publication has not yet begun to reach 
its full potential. During its rise to 
prominence, the house organ has not 
had time to establish fixed standards 
of operation, or substantial guideposts 
of purpose. Thus, says Mr. Halley, 
“The average ‘house organ,’ compared 
with its ultimate development, may 
well be as yet in the pioneering stage.” 


From a thorough working knowl- 
edge and publication experience, the 
author establishes a foundation on 
which the house organ can be estab- 
lished. He brings the employee pub- 
lication into clear perspective through 
such chapters as “Who needs a public- 
ation,” and “What a publication can 
— and cannot — do.” The problems 
which face the publication in cement- 
ing organizational esprit de corps, or 
disseminating information and knowl- 
edge, are treated by the author in 
detail. 


The reader is taken step-by-step, 
over the route of creating a new em- 
ployee publication, or revamping an 
existing one. The finer points of publi- 
cation, from choice of the editor to 
eventual distribution, are discussed in 
detail, and supplemented by a port- 
folio of photographs illustrating the 
techniques used by, and the types of 
subject matter presented by, a number 
of successful house organs. 


THE NEW INFLATION, by Willard 
L. Thorp and Richard E. Quandt. 
McGraw-Hill Book Co. Inc., 330 West 
42nd St., New York 36. 230 pages. 
Price $5.00. Survey of the forces be- 
hind the continual rise in price levels 
which has affected the American 
economy for the past 60 years. The 
book delves into the effects of inflation 
on all aspects of American business 


and possible policies for controlling | 


it. The authors explore in detail money 
policy, fiscal policy, price indexes, 
capital investment, the balance of pay- 
ments, tax rates, credit controls, wage 
contracts, administered prices, as well 
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as the various inflation controls now 
being urged by authorities. Mr. Thorp 
is director of the Merrill Center for 
Economics and professor of Econo- 
mics at Amherst College. Mr. Quandt 
js associate professor of Economics 
at Princeton University. 


WRITING BUSINESS LETTERS, by 
J. H. Menning and C. W. Wilkinsen. 
613 pages. Richard D. Irwin, Inc., 
Homewood, Ill., Price $8.10. This is 
a thoroughly revised edition of the 
volume by the same authors which 
was first printed in 1955. In addition 
to bringing problems and illustrations 
up to date, an entirely new chapter 
entitled, “Special Goodwill Letters,” 
has been added. Designed to treat the 
problems particular to business, the 
book covers not only good practices 
of the written language, but the psy- 
chological effects of various types of 
letters, and how these effects may be 
used to advantage. The first four 
chapters are devoted to the major in- 
gredients of a good business letter: 
Good Will; Persuasion; Style; Appear- 
ance. The remaining chapters (eleven, 
plus an appendix), treat specialized 
letters such as: Replies to Inquiries 
and Special Requests; Sales Letters; 
Clams and Adjustments; Letters 
about Credit; Collection Letters. An- 
other two chapters are devoted to the 
report, its preparation, style, and con- 
tent. Chapters are illustrated with 
examples of letter style and content. 


LABOR-MANAGEMENT RELA- 
TIONS, by Charles Wiedemann. 
Reinhold Publishing Cérp., 430 Park 
Ave., New York 22. 112 pages. $3.75. 

This is a new volume in the Man- 
agement Science Series designed to in- 
doctrinate the business executive in 
specialized fields of management. Ac- 
cording to Messrs. Stoneman and 
Chandler, Boston attorneys who wrote 
the introduction to the new volume, 
“Here is a work which covers the 
actual day-to-day problems a company 
must face in dealing with employees 
and trade unions—which tells specific 
Steps that a company may take to 
satisfy the human needs of its em- 
ployees. From this volume a company 
can learn what to expect from the 
union negotiating team and how to 
walk through the intricate maze that 
is collective bargaining.” 

Practical guidance in the field of 
labor relations is the aim of chapters 
entitled “Management Rights,” “The 
Strike Threat,” and “Arbitration.” Not 
only are critical problems in the em- 
Ployee-management relationship pre- 
sented, but explored and _ resolved 
through various suggested solutions. 
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ONLY FULLY TRANSISTORIZED 


za PORTABLE 


dictation machine with 


All controls 
in your hand 


COMBINATION 
MICROPHONE-SPEAKER 


.\ “------- © ELECTRIC REVERSE 

’ Py ene PLAY BACK 
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(Photos 2 octual size) 
BYs" x 64" x 15/0" —42 Ibs. 


NOW DICTATE WHEREVER YOU ARE! 


INDOORS OR OUT... om tometer 


WHILE TRAVELING 


OR AT HOME oronet 


Book-sized transistorized Microphone Control. ALL operating controls are in the full 
Comptometer CORONET hand-size mike. Makes dictation as easy as talking. 

has permanent Perfect Dictation Every Time. No confusing corrections. 

printed circuits and Just dictate new phrasing over old—perfect dictation always! 


built-in erase bar. LIMITLESS-LIFE DICTATION BELT 
Tucks into briefcase, PAYS FOR YOUR CORONET 
4 
car glove compartment, Uses same Erase-O-Matic non-slip belt as Standard Desk 
desk drawer... Machine. Belt can be reused thousands of times. No recur- 
goes where you go. ring costs as with ordinary belts, discs, cylinders—a saving 


that pays for your Coronet. Belt is easy to insert and re- 
move. Operates on 5 small mercury batteries, available 
omptometer anywhere, or on A.C. with tiny power pack. 
rpcration Scaled down in all but performance, here’s big machine 
... Better Products service and big new advancements, at your hand wherever 
to Better Business you may be—complete portability! 


Send this cou pon (Send me Coronet literature [| would like to see the Coronet 


FOR DESCRIPTIVE Name Position 
LITERATURE! 


COMPTOMETER *™ 


CORPORATION Street 
1742 N. Paulina St., 
Chicago 22, Ill. City State 
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THIS MONTH FEATURES MICROFILM 
AND ITS USES IN THE OFFICE 


By MARY LYONS 


IT HAS been said that the maturity 
of an age can best be measured by 
the volume of recorded material its 
people purposefully preserve for a 
future time. This same statement 
might also be applied to the maturity 
and wisdom of a business organiza- 
tion. Records give an accurate picture 
of the past, capture the present, and 
so aid in predicting the future. Thus, 
they serve the same purpose within 
the corporation as do memory and 
experience for an individual. 

But in their traditional form records 
can literally almost choke an or- 


ORIGINAL DRAWING 


a: 
Pe 


ganization. And here, as a means of 
condensing written material into cap- 
sule form, is where the relatively 
recent science of microfilming has its 
first major effect on the business 
world. 


Microfilm controls records 


One of the most essential services 
offered by microfilm is the manage- 
ment and retention of records. Con- 
densing records in microscopic form 
saves space, preserves the informa- 
tion, and allows easy accessibility and 
transportation. 

It must be understood, however, 
that although the need for maintain- 
ing and preserving useful documents 


FLOW CHART OF THE MICROFILM PROCESS 


Original drawing (1) is copied onto microfilm by camera (2) 


and processed (3). Film may then be either viewed or pro- 


jected (4). Or film may go from processor (3) to card punch 


machine (5) where an aperture card (6) is produced. An indi- 


vidual microfilm frame is then mounted onto the aperture card 


(7), and the finished mounted card can be filed (8) and (9). 


is an imperative one, and microfilm- 
ing allows this to be fully accom- 
plished in minimum space, it is still 
as necessary to eliminate and discard 
useless material. Without careful 
analysis of a company’s material and 
records, there is liable to be an an- 
nual waste of thousands of dollars in 
storage costs or unnecessary expendi- 
tures for microfilming on a_non- 
selective basis. 

The National Records Management 
Council Inc. of New York has stated 
of records in the average business: 

(1) less than 10 per cent need be 

kept permanently; 

(2) less than 20 per cent must be 

kept in office space to meet 
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Neoflow Continuous-Flow Reducing Cam- 
era above is by Peerless Photo Products. 
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Remington Rand’s Unipro (universal 
processor) develops without adjustment. 


FILM VIEWER 


MOUNTED CARD. 
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Above, double-functioning Durst M-35 
(Micromat) Enlarger and Copy Camera. 


Above is the Style BH 205-F Micro- 
Twin by Burroughs and Bell & Howell. 


PROJECTOR 


Recordak C-E Micro-File machine 
has reduction ratios of 12:1 to 30:1. 


Filmsort Designer “184” is microfilm 
reader used with engineering drawings. 


APERTURE CARD 
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, Picture above shows employees engaged in microfilming process. Machine at left is 
the Recordak Reliant Microfilmer, which is an all-purpose 16 mm microfilmer 


“The printer 
said $600 


...and we couldn’t afford it” 


Doing without sales-building literature because “outside” printing is 
too high? Then you’ll welcome the Rex-Rotary D-280. It turns out 
attractive printing that has a professional look—illustrated catalogs, 
folders, mailers, reprints—right in your office! 

Prints pictures...any type...any illustration—in black, in colors. 
Anyone can operate the modern Rex-Rorary. It prints thousands of 
copies automatically (stops automatically, too). It’s fast...easy... 
clean (sealed ink cartridges prevent messy fingertips!) Unique ink 
control assures uniform printing! And note: at the touch of a lever, 
letter-size stencils print without masking (a Rex-Rorary exclusive). 


You'll also want to know 
about the amazing ELEcTRO- 
Rex...the automatic stencil- 
maker that cuts stencils 
electronically! At the flip of a 
switch it transfers, to the stencil 
or offset plate, type proofs, clip- 
pings, photos, drawings—ex- 
actly like the original. 


the OFFICE printing press 


For full information, or dem- _— 
onstration, send coupon. REX -ROTARY 
a SL A oe a a em GE GE le 
Rex-Rotary Distributing Corporation » 387 Fourth Avenue, New York 16, N. Y. » MU 4-5405 
LC send me detailed literature 


| am interested in offi inting. Please 
; ee (C arrange to show me a demonstration 


Name Title Firm 


Address Phone OM10 
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“Thermo-Fax” Twenty-Nine—Minnesota 
Mining & Mfg. Co.’s_reader-printer 


(3) thirty per cent should be trans- 
ferred to storage; 
(4) the remainder should be de- 
stroyed or sold as waste paper. 
Since both business and government 
have become increasingly aware of 
these recommendations, there have 
been millions of dollars saved through 
good records management programs. 
What is microfilm? Basically, it is 
a photographic film of small size on 
which reduced images of printed mat- 
ter are reproduced -— the contents of 
an entire book can be put on a strip 
of microfilm less than two inches wide, 
and only a few feet long. The strip 
can then be wound into a small roll 
and stored in a fraction of the space 
which the original book had occupied. 
The photographed copy can easily be 
read by putting the microfilm through 
a projection machine which enlarges 
the image of each page. Alternatively 
the images can be projected onto a 
convenient wall surface or screen. 


Microfilm preserves records 


Probably the greatest impetus for 
recording records on microfilm came 
about following the development of 
the atomic bomb. If original docu- 
ments considered vital to a firm’s 
existence were to be protected by 
having copies placed in atomic-proof 
vaults, some method of duplication 
had to be found which would make 
copies of the records available for 
everyday use and yet would still be 
simpler, more accurate, and more 
economical than duplicating each 
document. Microfilm was the answer. 


With this discovery, firms also 
found that the space and money sav- 
ings achieved were large enough to 
justify the use of microfilm equipment 
for other records, aside from the ones 
which were to be stored in vaults as 
a safety measure in case of war. 
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ANOTHER SHORTCUT WITH RECORDAK 


An American Express Credit Card is presented at Hotel Miramar overlooking Rio de Janeiro’s famed Copacabana Beach 


700000 card holders ‘charging it'the world over 


—but American Express finds the record-keeping easy with the help of Recordak Microfilming ! 


From Rio . . . Chicago. . . 
Majorca... Bombay... Tokyo 
—almost any place you can 
name—comes wave after wave 
of charge tickets from the more 
than 32,000 participating 
establishments. : 


Also streaming in are card- 
holder remittances and appli- 
cations by the thousands from 
every section of the U. S. This 
gives some idea of the paper 
work that American Express 
Credit Card Headquarters 
(NYC) must process—in fastest 
time and at lowest cost. 


Taking pictures of these and 
other incoming items with 
Recordak Microfilmers does 
much to keep the paper work 
flowing from department to 


department. And it brings these 
advantages— 

1. Cuts costs by eliminating 
manual transcription on job 
after job. 

2. Speeds customer billing, 
payments to participating 
establishments, and approval 
time on Credit Card applica- 
tions by providing copies of 
vital records instantly. 

3. Establishes tight control— 
any item, out of millions, can 
be viewed immediately in a 
Recordak Film Reader. 

All of which improves serv- 
ice and results in better good 
will with American Express 
Credit Card holders as well as 
restaurants, hotels, motels, 
night clubs, florists, gift shops, 


=RECORDPK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming—now in its 32nd year 


OCTOBER 1959 


and all others honoring the 
card. 


WHAT EVERYONE IN BUSINESS 
SHOULD KNOW ABOUT 
RECORDAK MICROFILMING 


CJ It is a fast, low-cost way to 
copy records of any type or size. 
Up to 400 items can be photo- 
graphed in 1 minute... up to 
60 pictures made on a cent’s 
worth of film. 

(J Thousands of concerns—in 
more than a hundred different 
types of business—are using this 
remarkable photographic proc- 
ess to speed their daily routines. 
(C Principal use in business and 
industry is to eliminate —or 
greatly reduce — manual record- 


RECORDAK CORPORATION 
415 Madison Ave., New York 17, N.Y. 


Gentlemen: Send free booklet, “Short Cuts with 


Recordak Microfilming.” 


” 


keeping on all types of jobs. 


(J) Recordak Microfilmers are 
designed for all requirements 
and budgets. Thirty-day free 
trial lets you try without obliga- 
tion to buy or rent. (Recordak 
Reliant shown above.) 
**Recordak”’ is a trademark 


Name. 

Company Position. 
Street 

City Zone State. 
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The feet of 
relaxed, efficient 
employees... 


... stand on ™ . 
HYGIENIC > 


Foot 


MATS and RUNNERS 


Your employees who must work 
standing will be happier and more 
efficient when they stand on 
Hygienic Foot-Comfort Mats. 
That’s because these quality mats, 
scientifically designed to distrib- 
ute body weight, relieve strain and 
reduce fatigue. Hygienic Mats 
quickly pay for themselves, for 
they change the usual afternoon 
slowdown to a period of profitable 
accomplishment. 

Hygienic Mats offer smart styling, 
too. Eight modern color combina- 
tions to match any decor. And 
their long- 
lasting beau- 
ty, beveled 
safety edges 
and ease of 
cleaning 
make them 
the best mat 
buy today. 


Here’s the Secret... A 
beautiful rubber tile 
flooring bonded to a 
sponge rubber base pro- 
vides proper support 


See your Office without being ‘“‘mushy.”’ 


Supply Dealer or write: 


THE HYGIENIC DENTAL MFG. CO. 
Flooring Division, Dept. M 
Akron 10, Ohio, U.S.A. 


TOOLS SOF THE (OFFICE) 


Recordak Portable Microfilmer 
pounds; film unit has 100-ft. ialinindl 


is 24 


The flexibility of microfilm; the fact 
that it can be used in a unitized form; 
its adaptability to paper filing systems; 
the availability of machines to produce 
positive prints from the film in a 
matter of seconds; and the appearance 
of portable equipment are all impor- 


tant factors in its rapid growth as a 
systems tool. 

The application of microfilm to 
business procedures is commonly re- 
ferred to as “procedural microfilm- 
ing’. Procedural microfilming may 
operate on three different principles. 
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aceill loud 
say, old boyVwould you wire the Home Office 
to file my records under "P" for POT-TED? 


Whether you file it up or down, on its side, or under your 
arm, in a cover, in a wallet, or under a lid, in a drawer or 
on a shelf... whether you file it in the office or at home... 
Yes, regardless of what it is you want to file, regardless of 
how, where and when—Your Smead Dealer is the man to 
see. He'll find the right solution to your filing problem in 
the all-inclusive Smead line of filing and stationery products. 


write for our circular, “A MODERN FILING SYSTEM” 


{smean) MANUFACTURING COMPANY HASTINGS, MINNESOTA 
CHICAGO LOGAN, OHIO LOS ANGELES 
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More that’s new 
More that’s profitable 


More reason than ever 
to attend | 


1959 NATIONAL 
BUSINESS 


The largest and most 
important show of 
its kind, this year’s 
National Business Show 
will be of more value 
and will offer more of 
interest to business 
executives than ever 
before. ‘4 


Held as usualinthe @& 
New York Coliseum, 

the world’s greatest showcase, it | 
will present the products and 
services of hundreds of the most 
progressive companies serving the 
business community. Owners and 
executives ... 150,000 of them... 
will attend. Why? Because, under 
one roof, at one time, they can find 
the answers to many vexing busi- 
ness problems. They will learn of 
the latest in business communica- 
tion techniques, see new repro- 
duction equipment and methods, 
find new ways to improve their 
business management operations. 


Plan now to attend the 1959 
National Business Show. 


COLISEUM 


Columbus Circle, New York, N.Y. 
October 19 through 23 
i 1-10 p.m. daily 


For information, telephone OXford 7-7142 or write | 
National Business Show, 530 Fifth Ave., New York — 


82 


TOOLS FOF THE OFFICE] 


The data transmission principle is 
employed when the same information 
must be kept on record in a main 
office and also sent to various points 
outside the office. The moving docu- 
ment principle is used when any 
record is microfilmed so that the in- 
formation it contains can be recorded 
at a certain point and then sent on to 
another point for further processing. 
The “freezing of a changing record” 
principle is used when information 
must be kept on record in a main 
office or for records which are con- 
stantly changing or records which must 
be processed by another department. 


Microfilm too expensive 


Although most sources of informa- | 


tion proclaim economy and preserva- 
tion as being two of microfilm’s great- 
est advantages, an interesting and con- 
trary opinion is expressed by William 
E. Mitchell in his book, “Records 
Retention.” 

Mr. Mitchell states that his biggest 


objection to microfilming is its cost. | 


He claims that there is more expense 
involved than just the cost of the film 
and the rental charge (or depreciation) 
of the equipment. The labor required 
for preparation of the papers, the film- 


ing, and the proofreading (and occa- | 


sionally having to refilm), indexing, and 
preparing “targets” generally run into 
a great deal more than expected. 

According to Mr. Mitchell, it is far 
more expensive to microfilm than to 
retain hard copies unless it is neces- 
sary for the records to be kept at least 
six years. 

Mr. Mitchell also suggests that very 
few of us would be particularly con- 


You Get Things Done With 


— Visual Control 


¥y Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

ve Facts at a Glance — Saves Time, Saves 
Money, Prevents Errors 

3% Simple to Operate —- Type or Write on 
Cards, Snap in Grooves 


ty Ideal for Production, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 400,000 in Use. 


Complete price $49 50 including cards 
FR EE 24-PAGE BOOKLET NO. G-500 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd St. © New York 36, N. Y. 


Traffic, Inventory, 


cerned with the preservation of records 
in the event of an atomic bomb at- 
tack. He explains that the results of 
modern war would be so disastrous that 
business records would probably be the 
last thing on anyone’s mind. Besides, 
he adds, if an atomic bomb should 
happen to land on someone’s place of 
business, copies of what used to be 
there would be of small consolation. 


many copies ad 


eo 


; i Ae ee | 
eld THE NEW ANKEN PLENACOPY PROCESS 


e@ Countless Copies from a 
single photocopying negative 
@ No waiting 


e Full Fidelity* for any 
copying equipment 
e@ No peel-apart 


FOR THE OFFICE — RECORD ROOM — ENGINEERING DEPARTMENT 


Your present photocopying machine 
can be adapted for The Plenacopy 
Process, with simply a second 
processing solution tray —or this 
inexpensive Plenamatic Processor 
for the Plenacopy Monobath solution. 
Single-sheet Processing — no waiting 
«+..no peel-apart. 


w to use the Plenacopy Process, in 100- 
plus ways to save time and money.... in 
the office, blueprint department, record 
room, art department and office forms 
duplicating. 


11 Hix Avenue 
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Anken Film Company, Ine, 


Newton, N. J 


*Pull Fidelity — The Plenacopy Process 
now makes it possible to obtain crisp, 
clearcopies —and as many as you 
want— using a transfer negative, 
(usually discarded) made in any of 
the standard copiers. 
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O Lockerette 


features of both wardrobe racks and lockers—keep 
wraps out in-the open, aired, dry and in press; 
provide individual 12” x 12” x 15” lock boxes for 
personal effects. Easy to sell too because they carry 


advertised, 
quolity trade mark—"Office Valet” | 


No. 6-12 Lockerette. Ac- 
commodates 12 people 
on 6'0” x 1'3” floor 


(Right) These compact, 
efficient units fit in 
anywhere. Solve the 
umbrella problem. 
Two capacities: 16 or 
4. 


Write ie Catalog Sheets, Dealer Sales Helps, OvV-61 104 


VO G E L- P ET E RS O N « O. h ae mari in Any ve 


1127 West 37th Street «+ Chicago 9, Illinois 
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Be Just as 
» Proud of Your 
Erasing 
as You Are of 
Your Typing! 


| 
= on today’s superb machines — electrics or standards — 
| typists make occasional mistakes. But you can be just as proud 
i | of your erasing as you are of your typing. Erasing results are 
No. 9-18 Lockerette—Capacity: 18 | almost unbelievably clean and quick with these specially selected 
coats on hangers, 18 hat spaces,... | Weldon Roberts erasers for correcting impressions made through 
18 individual lock bodxes and carbon or fabric ribbons. 


overshoe shelf. Length 9 ft. 
JUST TWO EASY ERASING STEPS: 


4 1. no. 448 GREEN GLOW 

Removes surface carbon 
to prevent smearing. Soft 
green rubber encased in 
spiral paper wrapping 
with pull-string for easy 
repointing. 


ee 


2. NO. 3650 GRAYPOINT WHISK 
Removes the final image. 
Wood-cased eraser with 
quality gray rubber core. 
Easily repointed in any 
pencil sharpener or with 
a knife. Hexagonal; won’t 
roll off your desk. With 
whisk for brushing away 
eraser crumbs. (NO. 365 
GRAYPOINT, same 


eraser without whisk.) 


OR NO. 378 GRAYPOINT 


With same quality gray 
rubber core. Spiral paper 
wrapped, like NO. 448 
Green Glow. The Gray- 
point Erasers are also su- 
perb for erasing impres- 
sions typed through fab- 
ric ribbons. 


ORDER THESE ERASERS 
TODAY FROM YOUR 
STATIONER ! 
WELDON ROBERTS 
RUBBER COMPANY 
365 Sixth Avenue 
Newark 7, N. J. 


universally | 


MADE 
uN UBA, 


MADE 


aypoiatl & ranch 3650 WHISK , 


UWekdon Roteth 


World’s Foremost 
Eraser Specialists 


Use Readers’ Inquiry Coupon on Page 104 


ee Soe 


7 4 eal ac: 3 eee a # 2 og “ m 4 ah | a Bagi eal een i: i Zs iil Paes (3 ns - Bp ; 
oo =z aa | s F i ; 
- | a“ ; — 4 ‘ 
. ed a _ 7 " - ‘is . 
- =... ‘ 44 P ; . ww 4 ~ 
ge | cm ~ = ja. ES = > 
: a a * pe ee =) : 
, : - , « 4 z 2 Bin i be ea i 7 
- a= fe } . aw me SNS . - a} 4 4 - P : 
aa et > Dhow dull os i> 2 4 : 
| ¢ id / amy %, ; 7 a 
age } } j | | } si - s ’ os, ’ + he aa 
a Ee a’ 4 et Pe = Nets bs 
- ao — — Ul * a. f 
a | } - oe =) : 
(Nee ae = | 
- —] rags Ro — =) - 
; x 7 ve ; i oa ~~ | = 
. 48 ‘4 eee : ee 
eit ES 3 : 
 S ; i " 
s+ Ss 
| —) 4 
j 4 
j ; 
aay ec e 
| - " (NK I : | ; | : 
OFMTGE VALET | 
: SA Bol oe ay 
ae ee | es 
: =. os = | : i r 
4 OO eat " 
) i % } a a 7 £ 
emne = i. i 
| es | | : 3 > 
‘ | Ae e. / 
. | eo (4 / | 
is wert t 4 ; | S, q 
». 2 it 
t- ; | iG ; 4 
af r=, a b | 
at = et a — Pie.) Renee ; i 
s  j ; | : ot 
we | _ — ane vices. | | | 
‘| fi: iat 
Id be 2 5 Se Sens ns ee ea = | ee: : 
ri 
ree | | eee en > ee . 
e = top A ES = | ea Sl i 
"i «= = ! — a ~ -| § 3] Sy 
\ oa vas | 
, i Re, | 3 \ 
: — hm = 
: rae Page | | 
~~ ——— 2 %e 4 a eo | ; H | 
i = ae en ae | ’ ‘ ; 
of — ) eS ; 
ee | as j i 
ae 4 eo ‘ | ' i : q 
a a en , E . ) 
| Fe ! SS ~ ~—sC«éSgK | | 
| 4 23 
~~ po _— | | E 7 | 
' space. Ca 4 
prone ieee —_— = 4 | 
i i 
See — | . i 
a. eee ~~ Ladd 
guage — 
- | | LE ey perme eS 
ee 
0 83 
ee a sr _ Se Mee | “> Ta , 2. ™ maa 
pu te i as ae. fsistar th Bs P” agar = c 4 he. ad . | ao. = if aD 7 E ™ Pu me 3 
a Sl Se fact ene A eee Le a. , oe es: Bee - a a" eel ee 


(Ne ee 
4 Ee, 


& 


_ SECRETARI 


‘ 
a 
“= 

— 


a, 


ERASING... = 


Take your q 
Beye 


KLENZO-33 


WITH AND WITHOUT BRUSH 


T 


Famous Klenzo quality in con- 
venient wood-casing. Sharpens 
to “needle point’ for ball- 
and ink 


point, typewriter i 


work. 


KLENZO 


WITH AND WITHOUT BRUSH 


The standard for erasing. 
Paper wrapped to permit 
quick, economical repointing. 


LVaisdelf KLENZO x & eewniren ERASER 533 = 


A Klenzo erases equally good 
wrapped in paper or cased in wood. 


AT BETTER STATIONERS EVERYWHERE 


Send 10c for twin samples naming this 
publication. 


bnisdel! 


PENCIL COMPANY 


BETHAYRES, PA. 
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Above is Style BH 205-G Recorder de- 
signed by Burroughs and Bell & Howell 


One extremely important factor 
which is often overlooked, is the need 
to retain records to provide data in 
the event of a law suit or in comply- 
ing with government demands to pro- 
vide records for tax and similar pur- 
poses. After an appraisal has been 
made of which original records are 
to be retained, it is important to in- 
vestigate which of the records that 
are to be duplicated will be admissible 
in court. In fact, one basis for de- 
termining whether or not certain 
records should be microfilmed often 
depends upon their value as legal 
evidence. Most of the microfilming 
companies have lists of statutes and 
laws which state the admissibility of 
microfilm as primary or secondary 
evidence. 


‘Legality of microfilmed records’ 


The following paragraphs are ex- 
cerpted from a report calied “Legality 
of Microfilmed Records” compiled by 
the Special Committee on Protection | 
of Business Records of the Commerce 
and Industry Association: 


dence was allowed in lawsuits, and 
the loss of an original document 
affecting property or contract rights 
could prove disastrous. Today, sec- 
ondary evidence may be introduced 
to prove the contents of an instru- 
ment that is not available.” 
* * * * 

“Original documents are considered 
the best or primary evidence. Books | 
or entries therein, made in the regular | 
course of business, have been admitted | 
as primary evidence in 47 states. This | 
has been expressly provided for in 30 | 
states by statutes. There seems to be | 
no statute or case in point in Nevada.” 

ae * * * 

“When original documents are lost, 

destroyed, or otherwise unavailable, 


secondary evidence may be introduced 
to prove the contents, provided the | 
Use Readers’ Inquiry Coupon on Page 104 


“Centuries ago, only primary evi- | 


CESCO the best. 
NYLON POST BINDER 
youcan buy! = \ 


It’s a single continuous, flexible 
nylon post and only Cesco binders 
have it. 
This Nylon Post Binder is 

better because: 

© its positive locking system can’t slip 

© there are no individual posts to pull 
out; one continuous nylon cord 
forms both posts 

© binder covers lie flat for easier 
stacking or storing. Edges rein- 
forced with steel angles for strong- 
est construction. 


Available immediately for bursted and un- 
bursted marginal punched continuous forms 
—in 4”, 6” and 8” capacities. 

Contact your Y&E or Cesco representa- 
tive, or write for Catalog L. 


: YAWMAN & ERBE MFG. CO., INC. 
Ce Bt E. SHEPPARD CO. DIV. 
1086 JAY ST., ROCHESTER 3, N, Y. 


Ask about 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a “’must’’ where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


C. L. BARKLEY & CO. 


Founded 1921 @ All Phones MOnroe 6-7061 


1220 W. VAN BUREN ST. * CHICAGO 7 
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Diebota’s Fiotiim Portabie camera is 20 
Ibs., and operates at 83 feet per minute 


original documents would have been 
competent as primary evidence. Sec- 
ondary evidence, however, cannot be 
received without accounting for the 
original, and is not admissible without 
proof that the original is lost, de- 
stroyed, or otherwise beyond the 
power of the party to produce it.” 


* * * 


“Whether microfilm is held as 
primary or secondary evidence, the 
laying of a foundation for its admis- 
sion must be made. Usually, a proper 
foundation for photographic evidence 
is laid by authentication and verifica- 
tion. This may generally be done by: 

“|. Establishing the existence, at 
one time, of the original document 
and its competency as evidence in 
the particular case. 

“2. Showing the reason for the 
loss, destruction, or unavailability of 
the original. An accurate cooy by 
microfilm, preserving the contents 
exactly as in the original, should over- 
come any presumption of fraud. 

“3. Establishing the accuracy of the 
microfilm process. The accuracy of 
microfilm shows authenticity. 

“4. Following the jurisdictional 
statutes or case laws in verifying the 
microfilm records.” 


The legal aspect is usually con- 
sidered one of the greatest advantages 
of microfilm. There are some business 
firms, however, which maintain a ruth- 
less campaign of record destruction 
based on the premise that the costs 
of storing all records which might 
possibly be needed to defend an action 
exceed the cost that might stem from 
a law suit lost because of the lack 
of records. 

It is usually surprising to persons 
active in present-day microfilming to 
learn that microfilm was first used 
successfully and extensively during 
the Franco-Prussian War. During the 
siege of Paris in 1870, when the Prus- 
sian Army had completely cut off all 
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A ROOM FULL OF CHAIRS 


FOR ONLY Ps 
LUXCO CHAIRS | | 

... premium quality, rich luxury, | | | ‘i 
outstanding durability... all at a remarkably 99995 


LOW BUDGET PRICE! | = 
- : i § So 


| | 


MODEL 
3165 


hit 


for full information 


MODEL 
1020 


54925 


100 KING STREET 
LA CROSSE, WISCONSIN 
PHONE 2-1277 


LUXCO inc. | 


SAVE 30% OR MORE 
OFF RETAIL PRICES 


Diamonds + Jewelry » Watches + Appliances » Furniture « 
Gifts » Sporting Goods + Apparel—Over 12,000 Items Of All Types 


Send Coupon for L & C MAYERS New 612 Page 


FREE... — 


CATALOG iii metas 
No matter what you need—for home, 


store or office—for Christmas—for every- MA IL THIS COUPON TODAY AND 

ag are ose to find it in L & C SAVE 30% OR MORE ON EVERY- 

Mat ofthe arers. Ad TOUR xe THING YOU NEED FOR 
HOME, OFFICE, OR STORE « 


a 


OR MORE ON EVERY ORDER. 
L & C Mayers, for 48 years 
America’s leading diamond merchant, 
and one of the largest distributors of 
general and nationally-advertised 
merchandise in the country, caters | 
especially to dealers, business firms, | 


-—— 
lL & C MAYERS CO., Dept. 103 
GPO Box 58, New York 1, N. Y. 


Please send me FREE copy of your new 1960 Gift 


institutions, and other commercial ac- imei 
counts. Shop from the greatest N 
MONEY-SAVING CATALOG of oe 


all—fill in and mail the coupon to- 
day for your FREE copy. Satisfaction ee 
guaranteed or your money back. 


L & C MAYERS CO., Dept. 104 
GPO Box 58, New York 1,N.Y. 


Zone State. 
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At left is the Durst 404 
which is both an enlarger 
and copy camera. Unit fea- 
tures an adjustable lamp- 
house, enlarger head, en- 
larger column, built-in filter 
drawer, double condenser, 
focusing mount, and height 
adjustment 


tas: 


step up 
to new 
safety and | 
convenience 
with 
KIK-STEP 
by 


* Safety treads 


* Wide platform Reaching those high places | 
* Sturdy construction is safe and easy with new | 
Cramer Kik-Step! Rolls when 
you kick it. Holds when 


you climb. Nonmarring cast- | 


* Bumper protection 


* Choice of color 


eee 


J 
; = 7 ; ers retract as you step up; 
j 4 base “grabs” floor. Step 
# - ) down, the casters release, and 


Kik-Step is ready to roll 
again! 


Write for complete details 


POSTURE CHAIR CO., INC., 
625 Adams, Dept. OM-10, Kansas City 5, Kans. | 
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ordinary avenues of communication, 
the celebrated photographer, Rene 
Dagron, conceived the plan of micro- 
dispatches. After escaping from Paris 
in a balloon with his equipment, he 
set up headquarters at Tours where 
he prepared film copies of dispatches 
which were then flown into Paris by 
carrier pigeons. (A capsule containing 
about 1,000 telegrams recorded in 
small form on a film about two inches 
wide was attached to the leg of each 
pigeon.) Despite hazards that included 
special details of Uhlan (Prussian) 
sharpshooters, and even _ predatory 
falcons, several hundred thousand 
messages were received. A corps of 
secretaries transcribed them from pro- 
jected images until techniques for 
making enlarged prints on paper were 
perfected. 

When the special conditions that 
prevailed during the Franco-Prussian 
War no longer existed, microphotog- 
raphy became too expensive for prac- 
tical application until the advent of 
the motion picture in the early part 
of the 20th Century. Then production 
of large quantities of excellent film 
together with advances in optics and 
photochemistry again brought micro- 
photography into the realm of practi- 
cal application. In the late 1920's 
many inventors directed their efforts 
to its utilization in business and in- 
dustry with spectacular results. From 
modest beginnings, microphotography 
has grown into a multi-million dollar 
industry with its own specialized 
equipment, supplies, techniques, and 
applications. 


Applications in academic field 

Some applications in the academic 
field include the precise recording cf 
rare manuscripts and other unique 
materials. Several millions of pages of 
manuscripts menaced by World War 
II were reproduced on microfilm in 
England. 

The Federal Government, con- 
fronted with massive and growing 
problems of records control, has micro- 
filmed millions of pages of material. 
Special Federal legislation has been 
enacted to ensure the legality of these 
reproductions and many states have 
enacted similar laws. V-Mail used 
during World War II is an example 
of a specific wartime application. By 
the time the Normandy beachhead 
was established during the latter part 
of World War II, V-Mail, started as 
a war measure, was so well estab- 
lished that more than 200 million 
V-Mail letters had been sent from 
England to the United States. The 
use of V-Mail reduced the weight of 
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Above, Remington Rand’s Snap-Jack 


the mail to be transported from 270 
to 31 tons. In V-Mail operations, the 
original letter was microfilmed, and 
the microfilm shipped. Upon arrival, 
the microfilm was enlarged to the 
original size as a paper print. The 
long part of the journey between 
sender and receiver of the letter — 
over the ocean -— was taken only by 
the microfilm. 


Cameras and readers are basic 


A camera and a reader are the 
basic equipment used in microfilming. 
Microfilm cameras used in the office 
generally fall into one of two cate- 
gories: flow or planetary cameras. 

The flow camera is used primarily 
to record documents in the office: its 
name is derived from the fact that 
records are photographed while both 
film and documents are moving 
through the camera. Synchronization 
of the speeds of the film and the 
document are made so that the lead- 
ing edge of the document is filmed 
as it passes a certain point in the 
machine, and each successive portion 
of the document is filmed as it passes 
this same point. The flow method is 
very rapid and can accept thousands 
of documents an hour. However, it 
cannot accept pages from bound ma- 
terial unless the pages are removed. 

Transport or “planetary” cameras 
are the second basic type of micro- 
film cameras, and the method used 
with these units more closely re- 
sembles methods used with ordinary 
cameras because the whole document 
is photographed at once. Microfilm- 
ing with transport cameras is a much 
Slower process than with the flow- 
type units, as each item must be 
placed before the camera individually 
and removed after the photograph has 
been taken. Transport cameras are 
not adapted to rapid feeding of 
records and are used usually for re- 
cording large documents such as engi- 
neering drawings and blueprints. Some 
large documents, however, can be re- 
corded with flow-type cameras if the 
cameras have extremely wide throats. 
The transport type camera, in contrast 
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to the flow type, can be used to record 
bound material. 


Different sizes of film 


Microfilm cameras generally use 
16mm or 35mm film, some models 
accepting either size; office units which 
will accept 70mm film or larger, 
while rare, are also available. 

Some models will record one side 
of a document at a time with the 
image occupying the full width of 
the film while other models can record 
on half the film width as well. In 
some machines “duplex” recording is 
possible, in which both sides of a 
document are filmed at once, with 


their images appearing side by side 
on the film. 
Microfilm equipment varies 
Microfilm equipment comes in vary- 
ing sizes including portable models 
which are as small as a typewriter. 
The portable machines are of great 
value to procedural microfilming as 
they enable an operator to take a unit 
into an office to photograph docu- 
ments he needs and then to take the 
images to his office for further scru- 
tiny. Auditors have discovered that 
this technique is extremely valuable. 


next to MINK\s 


a 
e Replaceable Seat 
and Back Covers 


e Molded Foam 
Latex Cushions 


MODEL A-22 


e Lifetime Spindle 
and Bearing 

e One-Piece 

Aluminum Base 


POSTURE CHAIR CO., INC., 


625 Adams, Dept. OM-10, Kansas City 5, Kans. 
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Mink is a luxury 
... but seating 
comfort in your 
office is a necessity. 
You'll get more 
and better work 
from your girl 
Friday when you 
seat her in a Cramer 
Secretarial Posture 
Chair. Completely 
adjustable, it’s a 
“perfect fit’ 

for her. 

Be sure she’s 
“Backed by the 
Best.” Put her in a 
Cramer chair! 


Write for complete details 
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NEW ACME VISIBLE ROTARY CUTS 
RECORD HANDLING TIME IN HALF! 


A touch of a button spins data to user at electronic speed ! 


Look at any point in your operation 
where record or data files are used. 
You’re apt to see workers spending a 
third to half their time shuttling between 
desks and cabinets, reaching, stooping, 
drawer pulling. New Acme Rotaries end 
this waste-motion completely! At desks 
around a smartly modern Rotary, 1, 6, 
12 users or more have instant access to 
as many as 250,000 records. A new, free 
“Report” shows how this revolutionary 
advance can save you time, money, and 
up to 50% in floor space. For your FREE 
COPY, SEND THIS COUPON TODAY. 


Bem vise 


World’s largess exclusive makers of 

visible record systems. 

ACME VISIBLE RECORDS, Inc. 

2110 West Aliview Drive, Crozet, Virginia 


Please send free report on the “Revolution in 
Record Handling” . . . showing many types and 
sizes of power and manual Rotaries, 


NAME TITLE 


COMPANY 


ADDRESS. 


ciTy ZONE STATE. 
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TOOLS J OF THE (OFFICE) 


Price ranges vary greatly in micro- 
film equipment. A microfilm camera 
may be purchased from approximately 
$200 to $8000; readers cost about 
$100 to $3000; and enlarger-printers, 
which make readable copies from 
microfilm images, sell at from approxi- 
mately $600 to $80,000. Practically all 
microfilm equipment can be rented for 
an equally wide range of prices. 

The future of microfilm appears to 
be limitless. One may marvel at the 
fact that with microfilm it is possible 
for the entire text of an encyclopedia 
to be carried around in a vest pocket. 
Other developments include the ex- 
ploration of lower ratios of reduction 
wherein an entire volume may be re- 
produced on the back of a conven- 


| tional catalog card of three by five 


inches. The micropublication of large 
issues at extremely low price is also 
anticipated. 

The economic advantages of micro- 
film are based upon: 


1. The reduction in storage space 
required for original materials that 
are microfilmed. 


2. The feasibility of lowering in- 
surance rates through the duplication 
of records. 


3. The reduction of loss due to liti- 
gation by assuring that microfilmed 


| copies or other types of microfilmed 


copies of all records are available in 
correct order for the periods required 
by law. 


4. The added protection to a firm 
or organization of having microfilmed 
records dispersed in safe storage in 


| different geographical locations as a 
| disaster control measure. 


5. The low cost of reproducing mul- 
tiple copies of documents in micro- 
filmed form. 


6. The facility with which microfilm 


/ can be used. 


One illustration of microfilm’s great 
space-conserving quality is the fact 
that in the New York Public Library 
complete copies of every issue of The 
New York Times from 1851 through 
1959 are stored in four rather smail 
cabinets. 


Today, microfilm has attained a rec- 
ognized position in academic life, bus- 
iness, industry, and the Federal Gov- 
ernment. It is regarded not only as 
one of the most promising tools for 
research, but also as a most conveni- 
ent and expeditious method of pre- 
serving and perpetuating the records 
of our civilization. 
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Fabrilite win keep looking this new for years! 


VINYL UPHOLSTERY 


The colors stay bright . . . soilings sponge clean. Years of wear merely mellow the beauty 
of Du Pont ‘‘ Fabrilite’’* vinyl upholstery. Even the strain of constant sitting won’t 
mar ‘‘Fabrilite’s’’ trimness. Join smart businessmen everywhere who have 


’ 


given their offices an up-to-date look with easy-care, long-wearing ‘‘ Fabrilite’’. There’s 


a color and a style that’s right for you from the big array of textures and finishes. 


_—s 


Chairs shown from Art Metal Construction Co., 41 East 42nd St., New York 17, N.Y. 


*“Fabrilite” is Du Pont’s registered trademark for its elastic supported and coated vinyl upholstery. 


BETTER THINGS FOR BETTER LIVING. .. THROUGH CHEMISTRY GU POND 
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Cost Cutting Ideas for Your Office... 


OST REDUCTION, a vital problem in all divisions Automatic expanding file drawers; Step-Saving 
C of a business is nowhere as challenging as Fire-Files and fireproof desks that protect records 
in the administrative departments. Office costs, at point-of-use; Labor-Saving equipment and sys- 
having trebled during the past decade, are today tems for tape handling; Error-Proof filing systems; 
of primary concern to top management. Automatic correct seating chairs; Time-Saving 
It is in the record that since 1899 Shaw-Walker payroll plans; and Numerous Other Devices that 
has been equipping business with “time-engineer- facilitate recording, filing and finding of records. 
ed”’ office facilities as inventive and ingenious as Some of these “‘cost-cutters” are pictured here. FL 
American production techniques, — that Shaw- All are in the 252-page Shaw-Walker Office Guide. 
Walker equipment and systems have cut office costs, Throughout, descriptions plainly state econo- F A 
saved floor space and made offices more livable. mies you can expect from Shaw-Walker “‘time- 
For today’s cost-conscious management Shaw- engineered”’ equipment and systems. Free to Man- 
Walker “‘time-engineering”’ research has now pro- agement when requested on business letterhead. Write Strz 
duced — The work-organized ‘‘clutter-proof”’ desk; Shaw-Walker, Muskegon 49, Michigan. 


and 


NEW Automatic 
Expanding Drawers 


‘Bebe 


Space-Saver Desk 
for Interviews 


Step-Saving Fireproot 3 > 
_ Desk for Accounts 
iy ~~} 


NEW Work-Organized 
Executive Suite 


Kone 


NEW Time-, and 
Space-Saving 
Secretarial Desk 


Time-Saving 
Machine Desk 


y 


Step-Saving 


Fireproof Desk mt ® 
for Cashier © “fe a NEW Administrati 
ministrative 
5 cing. “ry “Clutter-Proof”’ Desk g ‘ 
§ : Speeds Work — 1 


ai 


Correct Seating 


| Ko 4 


Skyscraper 


ali 
% a Largest Exclusive Makers of Office Equipment 
_ HAW. ALKER Muskegon 49, Mich. Representatives Everywhere 
Use Readers’ Inquiry Coupon on Page 104 
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Ni and FURNISHING 


FLEXIBILITY —THE SAFETY 
FACTOR IN CORPORATE GROWTH 


Strict adherence to modular principles throughout interior office planning, 
and unvarying use of partitions cited as leading to ultimate adaptability 


By GERALD LUSS 


Designs for Business, Inc. 


Movable panels, uniform in size, provide flexibility for modular offices 
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Movable partitions are adaptable, economical — 


FLEXIBILITY is the most important 
element to be considered in the utili- 
zation of office space. Of itself, flexi- 
bility is meaningless. But it shapes into 
powerful meaning when measured 
against the anticipated growth of a 
corporation. Or, more specifically, the 
expansion and contraction of each 
unit and department of a corporation 
over today’s 10-, 15-, and 20-year 
leases. 


The reasons concern vital matters 
of economics and efficiency. Postwar 
costs of space, moving, construction, 
personnel are much higher than in 
prewar days. While corporations are 
anxious to move to new, modern space 
in order to bring operating facilities 
up to date, the costs involved must be 
offset by assurance that, once moved 
into new quarters, a corporation can 
batten down for a long time. And this 


means offices and facilities that are 
engineered to flexibly ease into future 
expansion with efficiency and econ- 
omy, that is, can expand, contract, 
shift around without major reconstruc- 
tion and without interrupting work. 
The long term measurement of the 
flexibility requirements for a given 
corporation is therefore the first and 
basic step. Our own company often 
devotes months to intensive prelimi- 


All photos are of new offices, Berkshire Life Insurance Co., Pittsfield, Mass., Interiors by Designs for Business, Inc. 


Under modular system, offices can be enlarged 


or decreased as 


desired. Enclosing panels 


can be of various textures and colors to 
change character or function of each area 
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Closeup above shows how alumi- 
num pilaster snaps into place over 
joint formed by two butted panels. 
Easy interlocking enables partitions 
to be rearranged overnight or over 
weekend, when space is not in use 
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Flexibility keeps space new, alive — 


nary studies and exploration of a cli- 
ent’s existing operation and _ future 
potential before drawing a single line 
of design or initiating any design 
concept. 

Such preliminaries are mandatory. 
It is a principle of efficient flexibility 
that it be prescribed precisely accord- 
ing to individual need, providing a 
corporation with neither more nor less 
than exactly what it needs for its indi- 
vidual operation. It should be noted 
that there are cases where there is no 
real need for great flexibility. Or, a 
need for only limited flexibility. In 
such cases, to prescribe flexibility be- 
yond actual requirements is about the 
same as packing fur boots in the lug- 
gage of a traveler heading for Florida. 
But assuming the need for some degree 
of flexibility—and this is the almost 
universal situation today for the rea- 
sons indicated above—then its proper 
provision is the determining factor in 
keeping a space alive and young, with 
a built-in adaptability for expanding, 
contracting — in fact, breathing — in 
relation to the heartbeat of an organi- 
zation. 

Based on preliminary studies, once 
determination is made of the degree 
of flexibility required by a corporation, 
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then the economic value of a system 
of flexibility is easily proved. 

Let us take as an example, just one 
interior element—flexible partitions— 
and examine comparative costs of 
fixed, immovable partitions against the 
average cost of flexible, movable par- 
titions. (There are many varieties of 
flexible partitions on the market today 
but the figures given below here are 
a good rule-of-thumb average.) 

The average fixed or masonry wall 
costs $20 per running foot in initial 
construction. The average movable 
wall costs $30. Initially then the pur- 
chase price of the movable wall is 
higher than for a fixed wall. 


The real cost picture 


But the picture switches the first 
time a partition or wall must be moved 
in order to provide for a change in a 
department or area. The fixed wall has 
to be demolished and since nothing is 
salvaged from its demolition, the rub- 
bish has to be carted away. This costs 
$5. Then a new wall has to be erected 
at the new location involving a repe- 
tition of the original cost of $20. At 
the first move therefore we have a total 
investment of $45 for the fixed wall. 
In contrast, the flexible wall is com- 


Modular principles stress esthetic appeal, but don’t neglect human comfort 


r = 


pletely salvageable, needs only to be 
taken down and relocated. This costs 
$7. Total investment at the first move 
of the flexible wall: $37. On the very 
first alteration then, we experience 
about a 20 per cent savings on the flex- 
ible wall and the ratio of savings in 
favor of the flexible wall increases with 
each succeeding change. (The average 
corporation makes about five changes 
over a 20-year period.) 

In addition to savings in direct 
costs, there are intangible factors such 
as the hidden costs involved in taking 
a space out of commission during the 
messy demolition of a fixed, solid 
plaster partition as well as the time 
lost by work interruption. The flexible 
partition, on the other hand, without 
major reconstruction or commotion, 
can be completely rearranged over- 
night or over a weekend when the 
working space is not in use. 

The same comparisons have been 
developed and are constantly used by 
my firm in introducing our clients to 
the benefits of flexibility as they con- 
cern all elements that go into the 
construction of a business interior. 

None of this is to say however that 
flexibility — meaning movability — is 

(To page 96) 
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Only 3 basic components... less than 30 parts in all 


This is no ordinary movable partition! Beautiful new E-Z WALL, made of 
sturdy laminated incombustible mineral board, offers all the advantages of 
permanent partitions plus a new kind of simplicity for fast relocations. With 
just three basic design components —less than 30 fully-modular parts —it’s the 


easy-to-assemble movable partition. 


For full details about this remarkably easy way to solve your space-control 
problems, see your nearby U.S.G. Partition Contractor, or mail coupon below. 


UNITED STATES GYPSUM 


the greatest name in building 


simpliried MOVABLE PARTITIONS by 7..c 


United States Gypsum 
Dept. OM-92, 300 W. Adams St., Chicago 6, III. 
Gentlemen: 


0 Please send illustrated booklet about the new, simplified 
WALL Movable Partition System. 


0 / am interested in a demonstration of the new E-Z W. 
Movable Partition. 


Name 


Company 
Address 
City Zone 


State 
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AN IMPORTANT ADVANCEMENT. AVAILABLE 
NOW FROM BALTIMORE BUSINESS FORMS 


NEW 2¢r=" PASTED 


Continuous Forms 


For the first time you can get PASTED continuous 
carbon interleaved forms with up to 6 parts or copies. 
Non-slip, non-jam operation. PASTED with Balti- 
more’s new methods and equipment for trouble-free 
performance in any typewriter, office or tabulating 
machine. 

It is no longer necessary to accept stapled forms. 
Baltimore Business Forms’ new 4, 5 or 6 part pasted 
forms provide ALL needed forms with one operation. 
Write or phone today for samples. 


ad Trouble-free—won’t 
slip or jam machines 


* Ecgnomical—save 
on forms cost | 


, | 
Baltimore Business Forms — 


(DIVISION OF BALTIMORE SALESBOOK CO.) 


Use Readers’ Inquiry Coupon on Page 104 
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sufficient. The movability must be 
achieved within a planned and related 
order of things. It’s true that the flex- 
ible partition discussed above has tre- 
mendous value. But if, in moving the 
partition to another location on the 
floor it doesn’t integrate with the par- 
titioning provisions in that new loca- 
tion and if, also, any or all other 
interior elements such as_ lighting, 
acoustics, flooring, ceiling, air condi- 
tioning, electrical and telephone wiring 
and even furniture are knocked out of 
whack because they don’t adjust to 
the partition change—then the value 
of the flexible partition may be com- 
pletely lost. 

Workable flexibility therefore must 
be far more than movability. We feel 
the solution, as practiced by our firm 
ever since the first postwar days, lies 
in a system of modular planning. Un- 
der this system, flexibility incorporates 
things that are not only movable but 
things that are integrated and inter- 
changeable. Basically, it is a system 
whereby every interior element is con- 
structed on the same module or given 
length. Our firm treats the module as 
a cube-like unit of construction (not 
unlike a child’s building block). Each 
cube or block contains all the elements 
necessary for an _ office — lighting, 
acoustics, air conditioning, electrical 
and telephone wiring, heating. To visu- 
alize a modular planned office, one 
might picture a giant checkerboard on 
the ceiling and floor of an area. Each 
square is a module. All of course are 
the same size. Thus all size combina- 
tions of the squares are possible by 
simply enclosing a series of modules 
within movable walls. One square can 
be enclosed by itself, or a combination 
of two, three or four, etc., in any 
direction. This creates a multitude of 
sizes and shapes. And since each 
module or square already is equipped 
with all interior elements, these just 
automatically adjust to any change in 
size or shape. The enclosing partitions 
may be made in a variety of materials 
—wood, glass, cork, steel, etc. In this 
way, they are not only flexibly inter- 
changeable to stretch or decrease the 
size and shape of an area but to 
change the actual character and func- 
tion of an area according to which 
particular panel material is used. 

When the adjustment of all interior 
elements to any partition change is 
automatic, through built-in adaptabil- 
ity, then what we really have is 


(To page 98) 
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Here’s help for your office modernization program... 
Expert Ceiling Consultation Service 


When planning office improvement it will pay you to 
investigate the many opportunities you have to “put ceil- 
ings to work”...and this valuable information is avail- 
able without obligation through the Ceiling Consultation 
Service offered by your Acousti-Celotex Distributor. 

Because he is a member of the world’s largest acous- 
tical organization, you get the benefits of experience and 
technical skill resulting from installations in all types of 
offices, in all sections of the country. 

For example, he will show you how ceilings can be low- 
ered attractively at minimum cost... how your plans can 
economically incorporate sound conditioning, air condi- 
tioning, lighting and movable partitioning ... how you can 
have easiest maintenance and complete re-paintability 
without sacrificing acoustical efficiency. Send Coupon 
below today! 


SHOWN: New Texture-Tone* incombustible mineral fiber tile. Just one of the many kinds of acoustical products “by Celotex’’! 


Acousti-Cevotex so 


REGISTERED U. S. PAT. OFF, 


wand Cmltons 


The Celotex Corporation, Dept. O-109 

120 S. LaSalle St., Chicago 3, Illinois 

Without cost or obligation, please send me your booklet, “Sound-Condi- 
tioning for Office Workers” and the name of my nearest Acoustic-Celotex 
Distributor. 


EO re eer een ee ere ee ot TT ee er 
. WETTER EP OOOC TT CTE OP oe ee TTT re eT ee 
Products to Meet Every Sound Conditioning Problem...Every Building Code pa 
The oe Corporation, 120 S. LaSalle St., Chicago 3, tIlinois ,. SPORT EPEEEEECEEECELLO TLE ee 
ee ere er Serer Tere eer ee TORO bs cees eee eee 


In Canada: Dominion Sound Equipments, Limited, Montreal, Que. 
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See the 


CHART-PAK 
TAPES... 


FOR charts and graphs 
vu-graph presentations 
office layouts 
and a hundred other 
business and industry uses 


NEW % 
‘CHARTER 
EASELS 


| 
anita: 
} ii 


i 
y 


The ideal visual aid for all types 
of business presentations. Avail- 
able in Aluminum and Chalk- 
board Panel Models. 


at the NATIONAL 
BUSINESS SHOW 


New York Coliseum OCT. 19-23 
BOOTH NO. 107E 


CHART-PAK, inc. 


ORIGINATOR OF THE TAPE METHOD OF DRAFTING 


2710 River Road e Leeds, Mass. 
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limited movability (that is, only par- 
titions move) but unlimited flexibility. 
This of course is modular planning 
brought to its ultimate expression of 
economic and efficiency values. 

Implicit in our approach to flexi- 
bility are the esthetic considerations, 
the human comforts which today par- 
ticularly, because of the increasing 
number of women in offices, are basic 
aids to productivity. Sound modular 
planning that results in engineered ei- 
ficiency over a lifetime of operations, 
at the same time permits the widest 
latitude of esthetic design and ex- 
pression. 

While planning layout, types of par- 
titions, nature of flooring, ceiling and 
lighting and relationships of individ- 
uals and departments, the human 
aspects are also being planned for — 
color schemes, provision for rest rooms 
and cafeterias, choices of fabrics and 
textures and wall finishes, determina- 
tion of lighting effects for good vision 
and good psychological effect, etc. 

Just as the modular system is inte- 
grated and coordinated, so is the plan 
ning and the talents that make it all 
happen. In our firm for example, for 
every project we assign from our staff! 
a team of researchers, space planners. 


ness analyists. Their efforts are coordi- 
nated from the beginning of a project 
through to completion. 

| Sound modular planning, in the 
| opinion of our firm, is the basic kev 
| for bringing the contemporary office 
into the direct service of business and 
industry. 


Survey shows rise in 
mileage payments 


Mileage payments to company re- 
presentatives operating their own cars 
have reached a national average of 
8.91 cents per mile this year, accord- 
ing to A. J. Schoen, president of 


firm. The new national average is a 
substantial increase over the 8.22 cents 
per mile recorded in 1958 and an in- 
crease of 15 per cent over the 7.72 
cents per mile recorded in 1957. The 
Wheels survey, representing reports 


fleets with 25 to 1,000 cars, indicated 
that 36 per cent of the companies 
studied paid nine cents per mile. The 
second most popular payment was 
eight cents per mile, while 16 per cent 
of those recorded paid more than 9 
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engineers, designers, decorators, color- | 
ists, cost control specialists and busi- | 


Wheels Inc., Chicago auto fleet leasing — 


from 327 companies operating auto | 


cents per mile. According to Mr. 
Schoen, companies operating auto- 
mobile fleets in cities where lower 
mileage is common, often pay as much 
as 10 and 11 cents per mile. 


Diebold, Inc., acquires 
Herring-Hall-Marvin 


The Herring-Hall-Marvin Safe Com- 
pany has recently been acquired by 
Diebold, Incorporated, manufacturer 
of fire and burglary resistant office 
equipment, for a purchase price of 
$3,000,000 cash. Raymond Koontz, 
president of Diebold, states that “The 
business of Herring-Hall-Marvin will 
continue to be conducted as a separ- 
ate and distinct division, under its 
own trade name.” General manager 
of the new division will be Warren 
Mosman, former president of Herring- 
Hall-Marvin. The division will con- 
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SECRET OF A 
SECRETARY’S SUCCESS. 


Low in S. S. 


A.W.Faber 


ERASERSTIK 


The original grey eraser point 

—always best for erasing. 
The girl who uses her head for 
something more than wearing the 
latest hair style hates SLOPPY 
STRIKEOVERS. 


That's why girls with high 1.Q.’s 
use A.W.FABER ERASERSTIKS— 
those slim, trim, pencil-shaped 
white-polished beauties that 
let them erase without a trace. 
ERASERSTIK gives you the right 
point to take out a single letter 
without smearing the whole 
word. No Secretary worth 

her weekly paycheck would 
ever dream of giving up her 
ERASERSTIK . Pick up some 
ERASERSTIKS today. 


Which point do you prefer? 
Slender, Medium or 
Blunt..... The choice 
is yours. EraserStiks 
7099 and 7099B can 
be easily pointed with 
a mechanical or 

hand sharpener to suit 
your taste. 


AW. FABER &RASERSTIK CALL SERVICED U.S.A. 7099B 


TIK GUSERVICED .s.4.7099 


x 
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tinue to manufacture insulated files, 
cashier counters, hospital equipment, 
nuclear-missile components, and cash 
protection equipment. 


Copymation Inc., formed 


The Peck & Harvey Mfg. Corp., 
and the P&H Sales Corp., Chicago, 
have merged to form a new company, 
Copymation Inc. Since 1937, P&H 
has produced and distributed white- 
print, blueprint, and photo copy equip- 
ment for factory and office reproduc- 
tion procedures. The address of the 
company is 5650 N. Western Ave., 
Chicago 45. 


OF PUNCHED TAPE 
ACCESSORIES 


® saves hours of filing 
and handling time. 

® pays for itself time 
and time again. 


#7057 
UNWINDER 
Feeds tape to 

any in-put. 


#3057 
ELEC. TAPE 
WINDER 
Completely 
aufomatic — 
safe. Back ref- 
erence is sim- 
ple. 


eeceeeecescesoees 


#5057 HIGH SPEED 
MANUAL TAPE 
4-IN-1 WINDER 


Save time in wind 
ing, reviewing, 
searching miscellan- 
eous coded tapes. 
Winds tape at high 
speed. Oval 4”x6” 
base, height with 6” 
reel, 7/4”. 


Efficiently winds coded paper 
tape, magnetic or any other tape. 


TAPE-FILE ENVELOPES 


Gummed .__ Oilproof 
Polyethylene and 
Punched Card Envel- 
opes for every need. 
Right and left 
hand styles, with 
or without gum 
for attaching 
to document. 
Also Custom 
Designed. 


FOR FREE 
CATALOG — 


SAMPLE PACKET 
Envelopes & File 


BOX 2035 
PROVIDENCE 5, R.1. 
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Textile group meets 


Executives of the textile industry 
recently attended a two-day meeting 
of the Textile Data Processing Asso- 
ciation, held in Greensboro, North 
Carolina. Conference chairman Har- 
old E. Williams, of the American 
Thread Company, reported that the 
effective use of electronic data process- 
ing equipment was discussed during 
the meeting, as well as the changes in 
managerial techniques being brought 
about by the equipment itself. Another 
subject under group discussion was 
the application of data processing 
techniques to sales forecasting. 


AMA, SPA — 
(From page 48) 


Work simplification concepts will 
be covered by F. A. Galbraith, On- 
tario Hydro-Electric System, Toronto, 
and William Nickell, B. F. Goodrich 
Co., Ltd., Kitchener, Ontario. 

Procedure charting and analysis will 
be outlined by L. H. Souder, Jr., RCA, 
Camden, N. J.; and records manage- 
ment by John P. Dethman, Ford 
Motor Co., Dearborn, Mich. 

Karl Schricker, Dow Chemical Co., 
Midland, Mich., and Dr. Joseph D. 
Cooper, Emerson Phonograph Corp.., 
Silver Spring, Md., will round out 
Systems Panorama with their respect- 
ive talks on Procedures Manuals 
Scope, and Administration. 

Seminar sessions will be broken 
down into eight categories: 

Work measurement, which will be 
covered by John P. Cavanagh, and 
Brian Evans, P. A. Management Con- 
sultants, Ltd., Toronto; W. H. Brush, 
Atlantic Refining Co., Philadelphia; 
and E. Lester Phy, Riegel Paper Corp., 
New York. 


Dr. George F. Henderson, Imperial 


Oil Ltd., Toronto, and R. A. Mac- | 


Dougall, Price Waterhouse and Co., 
Montreal, will head the operations re- 
search seminar. 


There will be four seminar leaders 
for organization planning: Dr. H. C. 
Grant, Deloitte, Plender, Haskins & 
Sells; Dr. S. L. North, Hamilton, Ont.; 
L.. J. Powell, General Electric Co., 
Crotonville, N. Y.; and E. Graydon 
Jarmain, Canadian Acceptance Corp., 
Toronto. 

The basic data processing seminar 
will feature Roland R. Reed, Canadian 
General Electric Co., Ltd., and W. H. 
Leavitt, General Electric Co., 
Schenectady, N. Y. 


Punch card data processing semin- 
ars will be handled by Jack Stubbs, 
Moore Business Forms Ltd., Mon- 


treal; Donald T. Barner, Management | 
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Consultant, Toronto; M. G. Wyatt, 
Manufacturers Life Insurance Co., 
Toronto; Gordon Ainscough, IBM, 
Co., Ltd., Toronto; A. E. Elder, Rem- 
ington Rand Ltd., Ottawa; and John 
D. MacLean, Peat, Marwick, Mitchell 
Co., Toronto. 

The communications seminar will 
be headed by R. M. Leatham, Indus- 
trial Relations Counsellor Service, 
Inc., Toronto; clerical quality control 
by Dorian Shainan, Roth & Strong, 
Inc., Boston; and Paul Robert, Pre- 
cision Products Co., Cincinnati, Ohio. 

The seminar on human relations 
will be conducted by Dr. T. J. Mallin- 
son, Toronto Psychiatric Hospital. 


STORE’EM 


PRONTO 


FILE’EM ~- 


PRONTO 


te 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER ; 

SIZE — SIZE 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


t PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y. 


| (Please send me your latest Pronto catalog. 


| CD Have your representative call for demonstration. 


| City Zone. State 
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Completely port- | 
able! Place it any- JiB_J | 
where. Move it LU 


from desk to desk. 
All metal construc- 


tion. Stronger cutters .. . THE 

sharper points. Available in HANGING FOLDER 

Green, Blue, Sandtone, Gray. WITH 

are prom (your lex ADJUSTABLE 
ard Hunt Pen Co. « Camden TNL J. METAL TAB 


*T. M. Reg. 


ease and a 


Gute. O. felon 


| 
| Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
| only do you save both time and money but you 
remove the drudgery from the filing department and 
| make it a pleasant place to work. 
| You will appreciate the speed and accuracy with 
which your records are filed and kept instantly avail- 
able for reference. Your clerks will appreciate the 


iccuracy 
pulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel frames 
j with finger tip ease. 
| Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
| filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street 


because all the tugging and 


New York 13, N. Y. 


The Hon. Lester B. Pearson, 1959 
Nobel Peace prize winner, will speak 
at the conference, and keynote speech- 
es will be made by Eric Moonman, 
British management advisor, and the 
Rev. Norman Rawson, Pastor of St. 
James United Church. 

An innovation at this ates meet- 


DIRTY WORDS 


CAUSE TROUBLE 


AVOID TROUBLE! 


In Stockrooms, Libraries, Offices, 
Factories, Laboratories. On Boxes, 
Shelves, Bins, Trays, keep labels 
sparkling clean in crystal-clear 


aa ae 


HOL-DEX Lilt 


ORDINARY, EASILY DIRTIED LABEL 
The seamless, transparent, plastic, 
self adhesive Label Holder keeps 
labels clean indefinitely. Sticks 
securely with a gentle touch. 


5 FACE WIDTHS 
", VA", Ye", , 2 
6” STANDARD LENGTH 


Easily cut to smaller sizes. 
Lengths to 36” if desired. 


LABEL ALWAYS CLEAN IN WOL-DEX 
7 TRANSPARENT COLORS & CLEAR 


Get a FREE SAMPLE. You'll think of 
a dozen uses for HOL-DEX! Ask your 
stationer or supplier or write for 
folder and sample. 


CEL-U-DEX 


CORPORATION 


New Windsor, Newburgh, N.Y. 


ing will be an Executive Methods 
Workshop, scheduled exclusively for 
the benefit of top management execu- 
tives. 


Experimental sessions planned 


“Our approach here is frankly ex- 
perimental,’ Mr. MacDonell said. 
“However we hope that a permissive 
atmosphere and a somewhat non- 
directed program will bring out ideas 
from the participants that a more rigid 
program would fail to do. 

“We plan to limit the members to 
about 15 per session. Participants will 


be asked in advance for ideas for dis- 
cussion and exploration. These will be 
circulated and preferences noted so 
that a tenative agenda will take shape 
for the meeting. Each session will 
have a skilled conference leader in 
attendance who will act as a stabilizer 
and leader if and when he is needed.” 

Purpose of the new workshop is 
exploration of management problems 
on a more universal basis than has 
been possible at methods conferences 
in the past where emphasis has been 
on specific areas of management, Mac- 
Donell said. 
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Shown on 
Model E-15R 
Harter Chair 


DRESS UP YOUR OFFICE CHAIRS 


In smartly styled, durable, slip-on 
covers that provide seating comfort 
and improve office decor. 

Easy-to-apply Coverteers in a variety 
of quality fabrics recommended by 
leading manufacturers—will fit more 
than 100 models of secretarial and 
executive office chairs. 


Write for literature today. 


Covercraft 
Company, Inc. 


GOSHEN, INDIANA 


RECORD STORAGE 
STORAGE-REC&™ 


RECORD 


RECORD © 
TORAGE 


ALL YOU NEED TO KNOW 


ABOUT RECORD STORAGE 
IN 2 FREE BOOKLETS 


Send for your FREE ‘‘Manual of 
Record Storage Practice” telling you how 


It outlines an easy-to-do storage plan 
for inactive records. 

With the Manual we will send our New 
Catalog on Record Storage Filing Equip- 
ment. Learn the facts that every business- 
man should know about record storage. 

Clip ad to your letterhead and mail to: 


HERS 
Fyv’o, BANKERS BOX CO., Dept. OM-10 


* Ps Record Specialists Since 1918 
Pony” 2607 N. 25th Ave., Franklin Park, tll. 
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A Letter tray 


Triple decker letter tray provides 
additional capacity in normal space 
alloted. Made of easily cleaned plastic 
material, the item has cushioned 
rubber feet to prevent scratching of 
desk and table surfaces. A center 
groove is built into the bottom of each 
tray to allow easy withdrawal of 
papers. Rubbermaid Letter Tray 2944 
is available in grey, beige, and mist 
green. Rubbermaid Incorporated, 
Wooster, Ohio. 


A Desk lamp A-2 


The Luxo Magnifying lamp features 


| a precision ground lens with distortion- 


free 4X magnification. A  Circline 


| Fluorescent tube surrounds the lens 


to provide, “shadow-free lighting all 
around the viewing area”. A spring- 


| balanced extension arm allows the 


| 
| 
| 


lamp to be positioned with a slight 
touch of the finger. The FLM-1 model 
shown has two extension arms, 360 
degree sweep, and a 45-inch reach. 
Luxo Lamp Corp., Dock St., Port 
Chester, N.Y. 


Use Readers’ Inquiry Coupon on Page 104 


NO OTHER 
PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“Tneficopon olin” 
precision Paper 11 Cutter 
= 


SIZES: 
14” and 18” 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N.Y. 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 


COFFIELD 
EVERLASTING 


EASY TO CHANGE \ 
A typist, a typewriter and typing paper are all you 
need to keep yourchart up to date, It’s that simple! 
Gach in. A AA | SMT ; 
ELECTRO-MOTIVE OIVISION 
| GENERAL MOTORS CORPORATION 
——_—_ 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 

* Solves Your Chart Problem Forever 


Write for Free 16-Page Illustrated Brochure 
with Price Schedule No. OM-10 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
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mazsnetic 


Visual Contest Systems 
DE ns a 


Make Cards and 
Pegs Obsolete 


Time and motion studies prove 
that the “Maggie” board offers 
the quickest and easiest way to 
chart sales, production, inven- 
tories, traffic, or any other phase 
of your business. At a glance 
you know what is happening. 


Permanent colored magnetic in- 
dicators that can be moved with 
finger-tip ease—and stay put — 
make cards, pegs, and other 
nuisance devices obsolete. The 
first cost is the last cost. Pack- 
aged kits begin at $49.50. 

For information on the most modern and 
advanced board available today, write to: 


maggie magnetic visual aids corp. 
39 West 32nd Street. New York 1. N.Y 


INCREASE OFFICE 
EFFICIENCY 


BY DECREASING " 


MODEL EF 1936 
used with 
IBM Key Punches 


Office machine noise is a disturbing 
influence to an otherwise efficient 
business. A Gates Acoustical cabi- 
net can reduce this disruption to 
an absolute minimum and restore 
tranquility to your office. Scien- 
tifically designed to absorb the 
noise and clatter of business 
machines. 


VISIT US AT BOOTH 102K 
NATIONAL BUSINESS SHOW—OCT. 19 - 23 


Write today: give machines, make, model 


ae used and measur 


. 
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AGOUSTINE Time. 


se fo need lol YATES BUILDING 
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NEW 


A Camera accessories B-1 

A series of interchangeable heads 
are now available for the “Meteorite” 
vertical camera, enabling the unit to 
be used alternately for film negatives, 
xerography, “right-reading” positions 
or “stats”. The attachment shown is 
a xerography plate adapter. Robertson 
Photo-mechanix, Inc., 7440 W. Law- 


rence Ave., Chicago 31, Ill. 


A Copying machine B-2 
The Anken 27, a new 27-inch pro- 
cessing unit, is designed to handle 
engineering drawings, maps and other 
large records and documents. Price: 
$325. Anken Chemical and Film Cor- 
poration, Newton, N. J. 


A Microfilm enlarger B-3 
New XeroX Microfilm Enlarger de- 
signed for use with Standard XeroX 
copying equipment. It enlarges roll or 
card-mounted microfilm of original 
documents up to 8% by 13 inches. 
Copies emerge dry, ready for immedi- 
ate use on ordinary paper, vellum, ace- 
tate or offset paper masters. Haloid 
Xerox Inc., Rochester 3, N. Y. 


Use Readers’ Inquiry Coupon on Page 104 


CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $5.00. Each addi- 
tional word 25¢. Payable in advance. Address 
replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 5th Ave., New York 10, N. Y. 


For Sale or to Buy 


FOR SALE: TWO “NATIONAL” 142 


Printers less than four years old in 
excellent condition. Will accept best 
offer. O.M.330. 


FOR SALE: 85 NATIONAL and Post 
Heavy Duty 11 x 17 Black Binders. 
Catalog #9588% and #257-65. Good 
condition. Make offer. Office Manager, 
New Idea Division, AVCO Corporation, 
Coldwater, Ohio. 

3-25,000 CAPACITY, ELLIOTT STEN- 
CIL File Cabinets. Guaranteed good as 
new. Complete, $150.00 each, prepaid. 
This saves you $250.00 cash. D. Parham, 
2546 Wilton, Dallas, Texas. 

SALE: “FACTORY DEMONSTRATOR 
ELECTRIC 2 in 1 Folding and Letter 
Opening Machine. Fully guaranteed. Reg- 
ular price $432.50, yours for $198.50. 
Lansdale Products, Box 568, Lansdale, 
Pa. 


FOR SALE: “NATIONAL” POSTING 
Machine. 6 Totals. Good condition. Price 
$250.00. Louisiana Welding Supply Com- 
pany, 1931 Plank Road, Baton Rouge, 
Louisiana. Phone DI-39212. 


Positions Available 


PROMINENT PHILADELPHIA PHAR- 
MACEUTICAL FIRM has an opening 
in its Systems Section for a Business 
Forms Designer. Drafting training re- 
quired and an understanding of forms 
design preferred. Excellent career op- 
portunity. Send salary requirements, age 
and sample drawings along with resume 
to: Smith Kline and French Laboratories, 
c/o Personnel Department, 1500 Spring 
Garden Street, Philadelphia 1, Penn. 

SYSTEMS SPECIALIST. NATIONAL- 
LY KNOWN management consulting 
organization needs man with BBA or 
BS in accounting to work with clients 
throughout U.S.A. and Canada. Mini- 
mum of 3 years experience in public 
utility accounting and/or systems meth- 
ods and procedures required. Send 
resume and salary requirements in first 
letter. Replies confidential. O.M. 329 


Business O portunities 


REDUCE TURNOVER, LOWER 
TRAINING costs by testing job appli- 
cants. No client too large or too small. 
Details free. Guidance Associates, Hay- 
path Road, Plainview 15, New York. 
Established 1938. 
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Cc OGS, Booklets | 


(1) 


Direct Mail 

DMCP Associates, 1814 Jefferson 
Ave., Toledo 2, Ohio. Modern Direct 
Mail is a 44-page, illustrated publica- 
tion explaining how sales can be in- 
creased by direct mail promotion pro- 
grams. The booklet provides case his- 
tories and information, as well as cost 
data. DMCP Associates is a network 
of 30 direct-mail companies situated 
in the U.S. and Canada. 


Inventory System (2) 

David Lyons Co., 2100 Greenleaf St., Evanston, Ill. A 
four-page brochure explains and illustrates the Lyons- 
Visual balanced inventory system. Designed for use by 
wholesalers, distributors, retailers, manufacturers, etc., the 
system utilizes easily read slide charts. Seven basic steps to 
balance inventory control are combined with the Lyons- 
Visual slide charts to balance inventory, eliminate out-of- 
stock conditions, save time and space, etc. 


(3) 


Microfilming 


Microfilming Corp. of America, 2 
Llewellyn Ave., Hawthorne, N.J. A = 
four-page brochure entitled, Consider- 
ing a Microfilming Program?, presents 
a picture story of the many facilities 
offered to all branches of business by 
the company. 


Photocopier 

A. B. Dick Co., 5700 W. Touhy Ave., Chicago 48. A 
four-page, illustrated folder depicts the firm’s Photecopier. 
Model 112, as an answer to rapid handling of routine 
correspondence. The Speed Reply method requires that 
necessary answers be handwritten on a margin of the 
original letter. The letter is then photocopied and mailed. 
The original letter is retained for the files. 


Record Keeping 

Remington Rand Division of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. A 12-page, color illustrated 
manual (KD 854), depicts the use of 
visible record-keeping systems and 
housing equipment in conjunction 
with machine systems. Visible Control 
for Machine Systems discusses the 
company’s record-keeping systems for 
inventory and sales control, and ac- 
counts receivable. 


(5) 


Office Furniture (6) 

Hamilton Cosco, Inc., Columbus, Indiana. Color cata- 
log depicts office furniture in the Cosco Director and 
Standard series. Specifications for all models are given as 
well as structural details. 


Office Machines (7) 

Master Addresser Co., 6500 West Lake St., Minneapolis 
26, Minn. Brochure describes and illustrates line of spirit- 
type addressing and duplicating machines and supplies. 
Price lists are included. 
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Colorgxt PLASTI-KLIPS _ 


Belongs On Every Desk! 
ORIGINAL DUX 


Precision Pencil Sharpener 


A DUX on every desk saves time, 
saves confusion, saves money. Cuts 
down trips to sharpener. Always a 
sharp point with a twist of the wrist. 
Spillproof container. Choice of 3 
colors. Wide variety desk, pocket 
models, also new lead pointer for 
mechanical pencils. See your stationer. 


WHEN YOU order SHARPENERS 
+ « « ORDER DUX!I 


®@ New Vibrant 
Colors 
* Make Filing 
=sy 


Very attractive Paper 
Clips. Made of colored plas- 


tic, light weight, 
ing, flexible strong 


non-rust- 
grip. Act 


as color signals and make 
ile searching easy. 


Bm 5S Stack Trays contain 
100 each 4 colors 


plus clear $1. 


Box of 4 colors 
100 each $1.00 


——— | Order at 


So 
Sia Actual Size 


_ >. “ FRED BAUMGARTEN 


= 


Color Signals (Code) 


EXCLUSIVE IMPORTS 


1000 Virginio Ave., N.E. Atlanta 6, Go. 


SORG'S 410 Translucent 


W hiteprint Master Copy Paper 


efor LOW-COST Direct-Copy 


Reproduction 


e Perfect Copies 
EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
mects all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVERY 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Your request on your own business letterhead will bring you 
@ portfolio of 410 Translucent sample sheets for testing on 


nearest Sorg paper 


SoRG PAPER COMPAS 


your own direct-copy machine — as well as the name of your 


distributor. 


Middletown, Ohio 


Manufacturers ond Converters of Stock Line and Specialty Popers 
Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 
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CHESHIRE “— os 
b li E e 2 an pevatare, 
postcards a 
Labeling Equipment — os 
Fully automatic accuracy — applies up to printed pieces 


12,000 pre-addressed labels per hour 


SAVES IMPORTANT TIME — SAVES BIG MONEY 
on pre-addressed labeling jobs for many types of mailings. 
No wasted labels, no skipped pieces! Every label accurately, 
neatly applied on the proper spot. 

Models start at $3000 

Labelling heads available as separate units for 


various types of machines not manufactured by 
Cheshire, 


F 1644 North Honore Street + _ - 
NO OBLIGATION! : 


FREE inquiry SERVICE FOR SUBSCRIBERS ” 
Just circle the numbers in the coupon, fill in your name and address, tear out and mail to Celot 
we Office Management. Your inquiries will be forwarded promptly to the companies concerned. Ag 
SL A Cel-l 
TE oa 
] Char 
> As 
OCTOBER 1959 ADVERTISEMENT October 1959 New ; cae 
. * . § 
(Circle respective page numbers on which ads appear) Products and Catalogs ; Gu 
" . l ! 
4 respective 
} Page Page Page Page Page Page Page f (ieee senpect —_ 
2nd Cover 16 44 62 81 87 100 GSS item numbers) | Ai 
: 3rdCover 18 45 63 82 NBS 88 100 CUD I _ 
4th Cover 24 47 64 82 GS 89 100 DEC | 5 ; A 
-s 4 25 49 70 82 AFC 90 101 CCI | Cove 
: 6 29 51 71 83 VPC 95 101 MLS l A, 
ej 33 52 ta 83 WRR 96 101 BBC I = 
. 34 53 73 84 BPC 97 101 MCC 2 6 ) 
9 35 54 74 84 YEM 98 CPI 102 MMV | 
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M1 37 56 78 85 LI 99 DP _— 103 FB 3 7 "- 
12 38 57 79 85 LCM 99 PFC 103 SPC I De J 
14 41 58 80 HDM 86, 100 CHH 104 A 
15 43 61 80 OTC ‘ ‘ | _ 
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Fractional page ads further identified by initials of advertiser A 
| Dre: 
A 
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Acco Products Div. of Natser Corp.. 45 
Agency—Geer, DuBois & Co., Inc. 
Acme Visible Records, Inc........ 
Agency—Cargill, Wilson & Acree, Inc. 
American Automatic Typewriter Co. 41 
Agency—Frank C. Nahser, Inc. 
American Telephone & Telegraph 
Co., Business Equipment Sales. 3 
Agency—N. W. Ayer & Son, Inc. 
eS er $2 
Agency—Industrial Marketing Services 


oO. 
eS eee 56 
Agency—Van derBoom, Hunt, 
McNaughton, Inc. 


Baltimore Business Forms Co... . 96 
Agency—Vansant, Dugdale & Co., ., Inc. 

DE CE Es cists ae ewwa wane 10 
Agency—Frank C. Jacobi Adv. 


a Se Se eer ere 84 
Agency—Frank C. Jacobi Adv. 
ES re 57 
Agency—James Thomas Chirurg Co. 
Baumgarten, Fred ............... 103 
Agency—S. Frederic Auerbach Co., 
Inc. 
Bell Telephone System........... 3 
Agency—N. W. Ayer & Son, Inc. 
Blaisdell Pencil Co............... 84 
Agency—The Richard A. Foley Adv. 
Agy., Inc. 
oo ee eee 70 
Agency—Campbell-Ewald Co. 
c 
oe ee 97 
Agency—MacFarland, Aveyard & Co. 
Cel-U-Dex Corp. .............5. 100 
Agency—The Powerad Co. 
eee 98 
Agency—Wnm. B. Remington, Inc. 
ee eae ee 104 
Agency—Burlingame-Grossman Adv. 
Clarkson Press, Inc............. 35, 36 
Agency—The Rumrill Co., Inc. 
Columbia Ribbon & Carbon Mfg. 
AGI ico a Sudo wens soap alee 
A a y—E. M. Freystadt Associates, 
ne. 

Comptometer Corp............... 75 
Agency—MacFarland Aveyard & Co. 
Covercraft Co., Inc............... 101 

Agency—Muir Advertising 
Cramer Posture Chair Co., Inc... 86, 87 
Agency—Allmayer, Fox & Reshkin 
Agency, Inc. 
D 
Davidson Corp. ................ 7 


Agency—Hazard Adv. Co., Inc. 
Jur Amsco Corp., Stenorette Div. 29 
Agency—Friend-Reiss Adv., Inc. 


Dewberry Engraving Co........... 100 

SAR eee See aaa 4 
Agency—Fulton, Morrissey Co. 

Dresser Products, Inc............. 99 


Agency—Gaskill-Oertel Adv. 
Du Pont de Nemours & Co., Inc., 
mR. £, Pealetes Olv............ 89 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 
Du Pont de Nemours & Co., Inc., 
E. I., Film Dept., Mylar...... 72 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 
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Du Pont de Nemours & Co., Inc., 
E. L.. Grasselli Chemicals D=pt., 
fe ee eS rae 

Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


E 
Eastman Kodak Co., Recordak Corp. 79 
Agency—J. Walter Thompson Co. 
Eastman Kodak Co., Business Photo 
Methods Div., Verifax....... 52, 53 
Agency—J. Walter Thompson Co. 
F 


Faber-Castell Pencil Co., Inc., A.W. 98 
Agency—J. M. Kesslinger & Assoc. 

NE 36 ns 4b San eo waren ak os 
Agency—J. Walter Thompson 

G 

Gates Acoustinet Inc............. 102 

Agency—Clayton A. Stahlka 
Counseling 

Globe Wernicke Co., The... .2nd Cover 

Agency—Strauchen & McKim Adv. 


ST SD, Gi ota vine denies’ 82 
Agency—Diener & Dorskind, Inc. 
Guide System & Supply Co....... 100 
H 
ee eer ere ee 33 
Agency—Hutchins Adv. Co., Inc. 
Hammermill Paper Co............ 74 


Agency—Batten, Barton, Durstine & 
Osborn, Inc. 
Hunt Pen Co., C. Howard........ 100 
Agency—Robert S. Kampmann, Jr., 


Adv. 
Hygienic Dental Mfg. Co., The.... 80 
Agency—Brown Adv. Agency 


International Paper Co....... 3rd Cover 
Agency—Ogilvy, Benson & Mather, 
Inc. 
Interstate Metal Products Co., Inc.. 62 
Agency—Raymond Heer & Associates 


K 
ee ee ree 73 
Agency—Hutchins Adv. Co., Inc. 
L 
I Mt cil ain neni ae 85 
Agency—Kreicker & Meloan, Inc. 
M 
EN 5 kad eee Kaew saw ae 51 


Agency—Lavidge & Davis, Adv. 
Maggie Magnetic Visual Aids Corp. 102 
Agency—Dale Associates 
Management Control Charts Co... 101 
Agency—Stern, Walters & Simmons, 


Inc. 
po ee 85 
Agency—Harry Schneiderman, Inc. 
Michael Lith Sales Corp......... 101 
Minnesota Mining & Mfg. Co., 
Thermo-Fax ........... 4th Cover 


Agency—Erwin Wasey, Ruthrauff & 
Ryan, Inc. 
Monroe Calculating Machine Co., 


i. Sioa acre ais oe a ee 
Agency—L. H. Hartman Co., Inc. 
Moore Business Forms, Inc....... 15 
Agency—N. W. Ayer & Son, Inc. 
N 
National Blank Book Co......... 9 
Agency—Sutherland-A bbott Adv. 
National Business Show.......... 82 


Agency—Carpenter-Proctor, Inc. 
National Cash Register Co., The. . 43, 58 
Agency—McCann-Erickson, Inc. 


Oo 
Office Management .......... 28, 32,42 
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Agency—La Porte & Austin, Inc. 

Oxford Filing Supply Co., Inc..... 34 
Agency—Kelly, Nason, Inc. 

Ozalid Div. of General Aniline & 


ree 49 
Agency—Benton & Bowles, Inc. 
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Agency—Wade Adv., Inc. 
Pitney-Bowes, Inc. .............. 71 


Agency—L. E. McGivena & Co., Inc. 
Proute File Comp... .......00sc0 
Agency—Daniel & Charles, Inc. 


Recordak Corp. Sub. of Eastman 
er er 79 
Agency—J. Walter Thompson Co. 
Remington Rand Div. of Sperry 


Eee cee 12 
Agency—Gardner Adv., Co., Inc. 
Rex Rotary Distributing Corp..... 78 
Agency—Geer-Du Bois & Co., Inc. 
Roberts Rubber Co., Weldon...... 83 


Agency—La Porte & Austin, Inc. 
a a Corp., Data Processing 


Pree yc, J. La Roche & Co., Inc. 
Royal Typewriter Co., Div. of Royal 
EOE A hoa ceca seieseee 
Agency—Young & Rubicam, Inc. 


Scribe Distributors Co............ 18 
Agency—Jackson, Haerr, Peterson & 
Hall, Inc. 
Scriptomatic, Tec. ........0.000. 54 
Agency—Roland G. E. Ullman 
Organization, Inc. 
Se GE koe oe civasaccs 90 
Agency—J. Walter Thompson Co. 
Shepherd Casters, Inc............. 37 
Agency—Mayer, Klann, Linabury 
Adv., Inc. 
Sheppard Co., C. E., The, Div. of 
Yawman & Erbe Mfg. Co., Inc. 84 
Agency—The Rumrill Co., Inc. 


Smead Mfg. Co., The............ 81 
Seslte-Coremm, Eee. ........005.. 55 
Agency—Cunningham & Walsh, Inc. 
ee | eee 103 

Agency—Wnm. Savage & Co. 
Stenocord of America, Inc....... 10, 11 
Agency—McCann-Erickson, Inc. 
T 
pe eee eee 61 


Agency—Marsteller, Rickard, 
Gebhardt & Reed, Inc. 


Thomas Collators, Inc............ 63 
Agency—Douglas Turner, Inc. 
U 
United States Gypsum Co......... 95 
Agency—Fulton, Morrissey Co. 
Vv 


Venus Pen & Pencil Corp......... 16 
Agency—Doyle, Dane, Bernbach, Inc. 

oo a errr ee 8 
Agency—Ross Llewellyn Adv. 


w 
Co gO Oe err ee 24, 25 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. ¥ 


Yawman & Erbe Mfg. Co., C. E. 
Sheppard Co. Div............ 
Agency—The Rumrill Co., Inc. 
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- Editorial | 


OFFICE MANAGEMENT 
GETS A NEW LOOK 


AS you’ve no doubt noticed long before reaching this page in 
the magazine, Office Management has come out in new dress. 
Both format and type have been completely revised throughout 
the publication, in what we feel—and hope you do, too—is an 
improvement in looks and also in convenience for the reader. 
Thus, you will notice that as many of our articles as space and 
the necessities of publishing permit now follow a “read-through” 
pattern, running continuously rather than jumping intervening 
stories. This is a shift that has been suggested by many of our 
readers, and we would be interested in gaining as many reactions 
to this new method of presentation as possible. 

Both headline and body type have also been changed to achieve 
greater clarity and reading ease. Standing departments, like 
“Tools of the Office,” “Automation in the Office,” and “Office 
Design and Furnishing” have been made more readily identi- 
fiable by distinctive logotypes which are shown at right. The 
symbols, as can be seen from the accompanying photographs, 
are based on the functional design of present office machines 
and furnishings—a design principle that achieves striking good 
looks through simplicity and emphasis on efficiency, rather than 
decoration for the sake of decoration. 

Another innovation readers will notice lies in the “Tools of 
the Office” section. Formerly each month’s review of a particular 
category of equipment not only carried a discussion of the types 
of equipment available, and how it was used in the office, but 
also gave a very comprehensive rundown of all the manufacturers 
making the particular type of equipment offered. These listings 
will in future appear in the review section of our annual “Trends 
and Forecast” issue which appears in January, but will not be 
carried in the monthly “Tools” features. These will concentrate 
more on the field of equipment itself and significant new innova- 
tions in machines or principles that have been made since the 
preceding “Tools” feature. — 

We feel these changes give the magazine itself a better physical 
organization, an improved “functional design” of its own. That 
is their purpose: to make “Office Management” more convenient, 
more useful—more efficient—for its readers. 
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Dazzling new SPRINGHILL, BOND is 


actually whiter than clean white chalk 


—YET COSTS NO MORE THAN “OFF-WHITE” BONDS! 


OLD A SHEET of new Springhill Bond 
H in your hand. Look at it. Feel it. Tear 
it. Fold it. You'll swear that this must be a 
premium-grade bond. Only the price and 
the absence of a watermark say it isn’t! 

Look at its whiteness. A well-known 
research lab proved that new Springhill 
Bond was measurably whiter than chalk, 
salt, even surgical cotton. Whiter than 
any other unwatermarked bond on the 
market! 

But Springhill Bond is more than just 
White. It’s level and uniform, too. And 
Crisp. Just try to pick up a sheet without 
making a crackling noise ! 


Compare Springhill Bond for whiteness, 
finish, opacity, and “crackle.” Once you 
do, you'll recommend it. 


Extremely printable 

We insure excellent results every time 
by cutting a sample ream from every 
reel and having it tested on actual print- 
ing presses. Springhill Bond is made to 
order for offset and letterpress printing. 

New Springhill Bond and Mimeograph 
are available in white and six colors in a 
complete range of stock sizes and weights. 
The Springhill line is also available in 
Duplicator and Ledger papers. 


Look for this attractive new design. Handy 
“zip” openers on 82 x 11 reams. All cartons 
polyethylene-lined to control humidity. 
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cleanest of all 
copying methods 


because 
this 
machine 
USCS 
no 
chemicals 


Only “Thermo-Fax" Copying Machines do so many jobs...so quickly, so easily, for such low cost! 


Here’s the one copying machine that operates entirely by electricity— 
making it the cleanest, the simplest to use. No fussing with spilly chem- 
icals. No time wast:d making negatives before getting a copy. 

In just 4 seconds your ‘““Thermo-Fax’’ Copying Machine delivers a 
completely dry copy ready for immediate use. To learn how this fastest, 
simplest and cleanest of all copying methods can speed your work sys- 

Another Exclusive! Copies can be made tems—including billing, accounting, labeling and addressing—call your 


on 7 distinctive colors for color-coding in local dealer. Or mail the coupon 
every office and production system. > 


- Uinnesora Jfinine amp ]/JANUFACTURING COMPANY ...wuene restancn 1s THE KEY TO TOMORROW ++ 


Minnesota Mining and Manufacturing Company 
Dept. DBZ-109, St. Paul 6, Minnesota 


Name 


Company 


Address 
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